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1 INTRODUCTION 
This document is a system user guide for the implementation of Direct Access Mobilization. Provided are 

detailed descriptions of the system’s functions and capabilities, step-by-step procedures for utilizing the 

system, screenshots of the step-by-step procedures, and tables of field descriptions.  

 

2 PORTAL NAVIGATION  
Access to the various Mobilization components within Direct Access will differ based on the 

user’s role(s) assignment. Below is a general screenshot of the Mobilization capabilities 

available to the user from Direct Access.  
 

 
 

 

 

 

 

 

 

 

 

 

 

ID  Mobilization Portal Link 

Label  

Description 

1 Mobilization Request  Create a new request; Access an existing request 

2 Member Search  Search for qualified candidates to fill requirements  

3 Requirement Sourcing  Access member sourcing records; Initiate RSV orders for sourced 

members  

4 Requirement Navigator  Search for requests and requirements by various search criteria  

5 Sourcing History  View the assignment history for all requirements a member has been 

fully sourced or partially sourced to; View a history of resumes 

submitted by a member for mobilization requirements   

6 My Mobilization Approvals  View submitted resume endorsement requests  

7 Tasking Command  Add a new Tasking Command; Update an existing Tasking Command  

8 ICS Command  Add a new ICS Command; Update an existing ICS Command  

9 Operational Name  Add a new Operational Name; Update an existing Operational Name  

10 Force Element Setup Add a new Force Element; Update an existing Force Element  

11 Add a Person  Add a non CG Member that will be sourced to a requirement  
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To return to the home screen at any time, the user can click the Home link in the upper right-hand corner 

of the window.  
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3 WILDCARD SEARCH  
Direct Access supports the use of three wildcard features when searching for data. The wildcards can 

be helpful in finding the exact information that user wants to process. The following are the supported 

standard wildcard features. 

 
 

 

 

 

 

The “wildcard” search feature may be used when searching for a member.  One commonly used 

wildcard is “_”.  This sign represents a single letter instead of a group of letters.  To see all of the 

members whose last names contain the letters “C”, “H” and “N”, in that particular order, the “_” 

wildcard would be used to represent a single letter between the characters in which it is placed.  
 

 

 
 

Another wildcard that is commonly used is the “%” sign. This wildcard is used to represent multiple 

characters. For example, to search for members whose last names contain the letters “C”, “H” and 

“N”, in that particular order the “%” wildcard should be used. 
 

Character Function  

_ (underscore) Match any single character. 

\ (back slash) Escape character – don’t treat the next character as a wildcard.  

% (percent sign) Match one or more characters. 
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4 FUNCTIONALITY  
The table below provides a list of icons and their functionality to assist with navigation throughout 

the different pages.  

 

  

Field  Description/Instructions 

* This symbol represents a required field. 

 Click on this icon to generate a list of values. 

 Click on this icon to add a row.   

 Click on this icon to remove a row. 

 This icon will allow user to customize the grid. 

 This icon will allow user to search the grid. 

 This icon will show all of the search results on one page. 

 This icon will display the grid in a separate window. 

 This icon will allow user to download the grid to an Excel spreadsheet. 

 This icon will navigate to the previous set of grid rows.   

 This icon will navigate to the next set of grid rows. 

 This icon will navigate to the first page of the grid rows. 

 This icon will navigate to the last page of the grid rows. 

 This icon performs spell check. 

 
This icon will navigate to the previous item in the list of the search results. 

 
This icon will navigate to the next item in the list of the search results. 

 
This icon will return to the search results page. 

 This icon displays the current page in a modal window. 

 The Home link will return the user to the Portal homepage. 
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5 MOBILIZATION SETUP MAINTENANCE  
Authorized users will have access to add and maintain Mobilization setup values. This section will guide 

you through the process of adding and modifying Tasking Command, ICS Command, Operational Name, 

and Force Element setup values.  

 

5.1 Operational Name  
When an Operational Name needs to be added or modified in Direct Access, navigate to the following 

page:  

 
Portal Link: Mobilization > Operational Name 

 

 
 

NOTE: You can also save Operational Name as a favorite within Direct Access. To do this, navigate to 

the page, click the drop down field under My Links, and select “Add to My Links.” 

 

 
 

5.1.1 Add an Operational Name  

 
1. To add an Operational Name, click the Add a New Value tab on the Operational Name page.  

 

 
 

2. Enter the Operational Name and click the Add button.  
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NOTE: The Operational Name field is limited to (5) characters. Users can enter more detail for 

the Operational Name once on the setup page.  

 

3. Enter the data in each of the fields as indicated below.  

 

 

 
 

4. Click the Save button at the bottom of the page to commit the changes.  

 

NOTE: Creating a new Operational Name does not create a new RSV order Contingency ID.  

 

 

Field  Description/Instructions 

Effective Date  This is the date the Operational Name should be available for users to 

select when creating Mobilization Requests 

Status  This is the status of the Operational Name: Active or Inactive.   

Only Active values will be available for users to select when creating 

new requests  

Operational Category  Operational Category associated with the Operational Name. Available 

values are Exercises, Major Disasters, Named Contingency, Operational 

Support, and Planned Operations. 

Description  This is the short description of the Operational Name that is being setup 

Long Description  This is the long description of the Operational name that is being setup  
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5.1.2 Modify an Operational Name  

 

1. To modify an Operational Name, click the Operational Name link in the Mobilization pagelet.  

 

 
 

2. Use the Search record to pull up the Operational Name using the available fields.  

 

 
 

3. Click the Search button and select the Operational Name to be modified.  

 

 
 

4. Click the  sign in the top right corner of the Operational Name Details box to insert a new 

effective dated row.  
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NOTE: A new Operational Name row is created with the current date populated in the Effective 

Date field. Also, the record will say “1 of x” in the upper right corner of the record. Any fields 

that were populated on the previous Operational Name row will be brought forward and 

populated on the new row. 

 

 
 

5. Modify the fields, as needed, as indicated in section “5.1.1 Add an Operational Name”.  

 

NOTE: The Effective Date for the new Operational Name row cannot be prior to the date for the 

existing row.  

 

6. Click the Save button at the bottom of the page to commit the changes.  
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5.2 Force Element  
When a Force Element needs to be added or modified in Direct Access, navigate to the following page:  

 

Portal Link: Mobilization > Force Element Setup 

 

 

5.2.1 Add a Force Element  

 
1. To add a Force Element, click the Add a New Value tab and click the Add button on the Force 

Element page.  

 

NOTE: The Element Id will be generated once the Force Element record is saved.  

 

2. Enter the data in each of the fields as indicated below.  
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3. Click the Save button at the bottom of the page to commit the changes.  

5.2.2 Modify a Force Element  

 
1. To modify a Force Element, click the Force Element Setup link in the Mobilization pagelet.  

Field  Description/Instructions 

Effective Date  This is the date the Force Element should be available for users to select 

when creating Mobilization Requirements  

Status  This is the status of the Force Element: Active or Inactive.  

Only Active values will be available for users to select when creating 

new requirements 

Force Element   Enter the Force Element value  

Sub Force Element  Enter the Sub Force Element value. The Sub Force Element will auto-

populate the requirement Title when a force element is selected  

Short Title  Enter the Force Element Short Title 

ICS Section  Enter the ICS Section associated with the force element. The ICS Section 

will auto-populate in the requirement when created 

Qualifications  Enter the Qualifications (Competencies, Awards, Licenses & 

Certifications, Languages, OSC Codes, Degrees, and Courses) associated 

with the force element. These qualifications will auto-populate in the 

requirement when created 

Primary Duties  Enter the Primary Duties associated with the force element. These duties 

will auto-populate in the requirement when created 
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2. Use the Search record to pull up the Force Element using the available fields.  

 

 
 

3. Click the Search button and select the link for the Force Element to be modified.  

 

 
 

4. Click the  sign in the top right corner of the Force Element Information box to insert a new 

effective date row.  
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NOTE: A new Force Element row is created with the current date populated in the Effective Date 

field. Also, the record will say “1 of x” in the upper right corner of the record. Any fields that 

were populated on the previous Force Element row will be brought forward and populated on the 

new row. 

 

 
 

5. Modify the fields as needed, as indicated in section “5.2.1 Add a Force Element”.  

 
NOTE: The Effective Date for the new Force Element row cannot be prior to the date of the new 

row. 

 

6. Click the Save button at the bottom of the page to commit the changes.  

  

5.3 Tasking Command  
When a Tasking Command needs to be added or modified in Direct Access, navigate to the following 

page:  

 

Portal Link: Mobilization > Tasking Command  
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5.3.1 Add a Tasking Command 

 
1. To add a Tasking Command, click the Add a New Value tab on the Tasking Command page. 

 
 

2. Enter the Tasking Command and click the Add button.  
 

 
 
NOTE: The Tasking Command field is limited to (5) characters. Users can enter more details for 

the Tasking Command once on the setup page.  

 

3. Enter the data fields as indicated below.  

Field  Description/Instructions 

Effective Date  This is the date the Tasking Command should be available to users to 

select when creating Mobilization Requirements  

Status  This is the status of Tasking Command: Active or Inactive 

Only Active values will be available for users to select when creating 

new requirements  

Description  This is the short description of the Tasking Command that is being setup  

Long Description  This is the long description of the Tasking Command that is being setup 
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4. Click the Save button at the bottom of the page to commit the changes.  

5.3.2 Modify a Tasking Command  

 

1. To modify a Tasking Command, click the Tasking Command link in the Mobilization pagelet.  

 

 
 

2. Use the Search record to pull up the Tasking Command using the available fields.  

 

 
 

3. Click the Search button and select the link for the Tasking Command to be modified.  
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4. Click the  sign in the top right corner of the Tasking Command.  

 

  
  

NOTE: A new Tasking Command row is created with the current date populated in the Effective 

Date field. Also, the record will say “1 of x” in the upper right corner of the record. Any fields 

that were populated on the previous Tasking Command row will be brought forward and 

populated on the new row.  
 

 
 

5. Modify the fields as needed, as indicated in section “5.3.1 Add a Tasking Command”.  

 

NOTE: The Effective Date for the new Tasking Command cannot be prior to the date for the 

existing row.  
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6. Click the Save button at the bottom of the page to commit the changes.  

 

5.4 ICS Command  
When an ICS Command needs to be added or modified in Direct Access, navigate to the following page:  

 

Portal Link: Mobilization > ICS Command  

 
 

 

5.4.1 Add an ICS Command  

 

1. To add an ICS Command, click the Add a New Value tab on the ICS Command page.  

 

 
 

2. Enter the ICS Command and click the Add button.    

 
 

NOTE: The ICS Command field is limited to (5) characters. Users can enter more detail for the 

ICS Command once on the setup page.  

 

3. Enter the data in each of the fields as indicated below. 
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4. Click the Save button at the bottom of the page to commit the changes.  

5.4.2 Modify an ICS Command 

 

1. To modify an ICS Command, click the ICS Command link in the Mobilization pagelet.  

 

 
 

2. Use the Search record to pull up the ICS Command using the available fields.  

 

Field  Description/Instructions 

Effective Date  This is the date the ICS Command should be available to users to select 

when creating Mobilization Requirements  

Status  This is the status of ICS Command: Active or Inactive 

Only Active values will be available for users to select when creating 

new requirements  

Description  This is the short description of the ICS Command that is being setup  

Long Description  This is the long description of the ICS Command that is being setup 
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3. Click the Search button and select the ICS Command to be modified.  

 

 

4. Click the  sign in the top right corner of the ICS Command.   

 

 
 

NOTE: A new ICS Command row is created with the current date populated in the Effective 

Date field. Also, the record will say “1 of x” in the upper right corner of the record. Any fields 

that were populated on the previous ICS Command row will be brought forward and populated on 

the new row. 
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5. Modify the fields as needed, as indicated in section “5.4.1 Add an ICS Command”.  

 

NOTE: The Effective Date for the new ICS Command cannot be prior to the date for the existing 

row.  

 

6. Click the Save button at the bottom of the page to commit the changes.  

 

6 MOBILIZATION REQUESTS  
This section provides instructions for viewing and adding a new Mobilization Request. When request 

information is received and ready to be entered into Direct Access, navigate to the following page:  

 

Portal Link: Mobilization > Mobilization Request 

 

 
 

6.1 Viewing Request Information 
 

1. Follow the steps in section “6 Mobilization Requests” to navigate to the Mobilization Request 

page.  

 

2. Use the Search record to pull up the Request using the available fields.  
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3. Click the Search button and select the request to view the data fields.  

 

 
 

6.1.1 Request Data 

The Request Data page is used to enter and manage data regarding IA and PRL requests. 
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Direct Access Mobilization System User Guide 

25 

 

6.1.2 Manage Requirements 

The Manage Requirements page allows the user to take various actions on requirements that are 

associated with a request.  

 

 

Field  Description/Instructions 

Request Nbr Display only request number auto-generated when the request is created   

Date Created  Display only date the request is created  

Request Type  Display only request Type of Individual Augmentation OR Pre defined 

Requirement List. Value is selected when a new request is created  

*Request Title  Title of the request. Field can be used to capture Event Name – Unit Short 

Title – ICS 213 RR form number. This field has a (50) character limit 

Clone  Used to clone requests and associated requirements  

Set ID Required to select the appropriate CG requesting and destination departments. 

For CG departments use 00010 

*Requesting Dept  Department ID of the requesting department  

Requesting OPFAC  Display only OPFAC associated with the requesting department  

*Destination Dept  Department ID of the destination department  

Destination OPFAC Display only OPFAC associated with the destination department  

Grouping Category  Grouping Category associated with the request. This is the list of Duty 

Purpose values from Reserve Orders  

*Operational Name  Operational Name associated with the incident or disaster the request will 

support 

Mission Assignment 

Number  

Mission Assignment Number associated with the request. This field has a (30) 

character limit 

Requested By  Emplid of the request POC   

Phone  Defaults the business phone number associated with the Emplid entered, but 

allows the user to update as needed   

Email  Defaults the business email associated with the Emplid entered, but allows the 

user to update as needed   

Comments  Remarks/comments specific to the request 
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Field  Description/Instructions 

Request Nbr Display only request number auto-generated when the request is created   

Date Created  Display only date the request is created  

Request Type  Display only request Type of Individual Augmentation OR Pre defined 

Requirement List. Value is selected when a new request is created  

Request Title  Display only field defaulted from the title entered on the Request Data 

page   

Requirement Status  Used to filter/display grid results by requirement status. Available values 

include:  

Draft – Requirement created and saved, but not approved 

Open – Requirement approved and now open for candidates to apply (If 

Available for Volunteers box is checked)  

Filled – Member has been selected to fill the requirement, but not 

sourced 

Partially Sourced – Member has been partially sourced to the 

requirement as indicated by Tasking Status  

Fully Sourced – Member has been fully sourced to the requirement as 

indicated by Tasking Status  

Cancelled – Requirement has been cancelled  

Populate  Used to populate the Requirement Information grid according to the 

requirement status selected. Also used to refresh the grid  

Create New Requirement  Clicking the link takes the user to the Requirement Details component to 

create a new requirement. The saved requirement will display in the 

Requirement Information grid in a Draft status until approved  

Add Existing Requirement  Clicking the link takes the user to the Add Requirements page which 

allows the user to add existing requirements to the request they are 

working with. The new requirements will display in the Requirement 

Information grid in a Draft status until approver   

Clone Requirement  Allows the user to clone selected requirements. The new requirements 

will display in the Requirement Information grid in a Draft status until 

approved   

Mass Update  Clicking the link takes the user to the Mass Update page to update the 

requirements selected in the Requirement Information grid  

Delete Requirement  
Used to delete requirements from the request.  Only Mobilization 

Admin users can delete requirements. Requirements with member 

listed in the candidate pool cannot be deleted     
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6.1.3 Request Audit  

The Request Audit page shows an audit record of changes to the Request Data page and requirement 

approvals and cancellations for all requirements attached to the request.  

Generate RFF  Users can select one or many requirements to generate a RFF message in 

a new window  

Select All  Used to check all of the Select boxes in the Requirement Information grid  

Deselect All  Used to uncheck all of the Select boxes in the Requirement Information 

grid  

Group Action  Allows the user to mass approve or mass cancel requirements  

Go Takes the user to the page to enter required comments to cancel the 

selected requirement(s) 

Requirement Information Grid – Requirement Details  

Select  Checkbox used to select requirements for cloning, RFF generation, mass 

update, mass approval/cancellation, and deletion  

Requirement Number  Requirement number. Clicking the link will take the user to the 

Requirement Details page 

Requirement Title  Display only requirement title 

Requirement Status  Requirement Status:  

Draft – Requirement created and saved, but not approved  

Open – Requirement approved and now open for candidates to apply (If 

Available for Volunteers box is checked)  

Filled – Member has been selected to fill the requirement, but not 

sourced 

Partially Sourced – Member has been partially sourced to the 

requirement as indicated by Tasking Status  

Fully Sourced – Member has been fully sourced to the requirement as 

indicated by Tasking Status  

Cancelled – Requirement has been cancelled 

Mission Classification  Mission Classification of the requirement. Available values are: Critical 

or Volunteer  

Team Title  Team Title associated with the requirement 

Begin Date  Begin Date of the requirement   

End Date  End Date of the requirement  

Rate  Rate required for the requirement  

Tasking Command Tasking Command associated with the requirement  

RFF Used to indicate if a RFF has been generated for the requirement. Box 

will be checked if a RFF has already been generated 

Order Template  Used to indicate if an Orders-Ready message has been generated for the 

requirement. Box will be checked if an Orders-Ready message has 

already been generated 

Requirement Information Grid – Sourcing &  Approval Info  

Empl ID  Emplid of the member that has been sourced to the requirement  

Sourced Member  Name of the member that has been sourced to the requirement  

Created By  Emplid of the member that created the requirement  

Originator Name  Name of the member that created the requirement  

Approver  Name of the member that approved the requirement  
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Field  Description/Instructions 

Request Nbr Display only request number auto-generated when the request is created   

Date Created  Display only date the request is created  

Request Type  Display only request Type of Individual Augmentation OR Pre defined 

Requirement List. Value is selected when a new request is created  

Request Title  Display only field defaulted from the title entered on the Request Data 

page   

Requestor ID   Emplid of the user that approved or cancelled the requirement  

Name  Name of the user that approved or cancelled the requirement  

Requirement Nbr   Requirement number  

Requirement Title  Requirement title  

Approver ID    Emplid of the user that approved requirement  

Name  Name of the user that approved requirement  

Date/Time Modified Date and time the requirement approval was modified   

Approval Status    Requirement Approval Status of Approved or Cancelled   

Comments  Comments entered when the requirement was approved or cancelled  

Field  Description/Instructions 

*Request Nbr Display only request number auto-generated when the request is created   

Date Created  Display only date the request is created  

Request Type  Display only request Type of Individual Augmentation OR Pre defined 

Requirement List. Value is selected when a new request is created  

*Request Title  Display only field defaulted from the title entered on the Request Data 

page   

Request History – Summary   
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6.2 Create a New Request  
Follow the steps below to add a new Mobilization Request.  

 

1. Click the Mobilization Request link in the Mobilization portal pagelet.   

 

 
 

2. Click the Add a New Value tab.  

 

 
 

3. Select the Request Type of Individual Augmentation or Pre Defined Requirement List.  

User ID     Emplid of the user who created or modified the request  

Name  Name of the user who created or modified the request  

Datetime Modified  Date and time the request was modified   

Action  Action that was taken on the request  

Audit Record Name  Name of the table that was updated when the request was updated  

Request History – Request Data  

Request Title  Title of the request 

Grouping Category  Grouping Category associated with the request  

Requesting Deptid  Department ID of the requesting department  

Destination Deptid  Department ID of the destination department  

Operational Name  Operational Name associated with the incident or disaster the request will 

support  

Requested By Emplid of the Requested By POC  
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4. Click the Add button.  

 

 
 

NOTE: The Request Number will be generated once the request record is saved.  

 

5. Enter the Request data as indicated below.  

 

 
 

Field  Description/Instructions 

Request Nbr Display only request number auto-generated when the request is created   

Date Created  Display only date the request is created  

Request Type  Display only request Type of Individual Augmentation OR Pre defined 

Requirement List. Value is selected when a new request is created  

*Request Title  Title of the request. Field can be used to capture Event Name – Unit Short 

Title – ICS 213 RR form number. This field has a (50) character limit 

Clone  Used to clone requests and associated requirements  

Set ID Required to select the appropriate CG requesting and destination departments. 

NOTE: For CG departments use 00010 
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6. Save the page once complete. 

Users should be sure to save all new requests prior to adding new requirements. A blank 

Request Nbr and Date Created is an indicator that the new request has not been saved. 

 

 
 

Users will receive the following message if attempting to create a new requirement prior to 

saving the request.  

 

 
 

If the above message is received, click OK and save the page.  

 

Once the request is saved, requirements can be added. Proceed to section “6.3 Add New 

Requirement to Request” to add new requirements to the new request.  

 

6.3 Add New Requirement to Request 
 

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request.  

 

*Requesting Dept  Department ID of the requesting department  

Requesting OPFAC  Display only OPFAC associated with the requesting department  

*Destination Dept  Department ID of the destination department  

Destination OPFAC Display only OPFAC associated with the destination department  

Grouping Category  Grouping Category associated with the request. This is the list of Duty 

Purpose values from Reserve Orders  

*Operational Name  Operational Name associated with the incident or disaster the request will 

support 

Mission Assignment 

Number  

Mission Assignment Number associated with the request. This field has a (30) 

character limit 

Requested By  Emplid of the request POC   

Phone  Defaults the business phone number associated with the Emplid entered, but 

allows the user to update as needed   

Email  Defaults the business email associated with the Emplid entered, but allows the 

user to update as needed   

Comments  Enter remarks/comments specific to the request 
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2. Once on the Request Data page, click the Manage Requirements tab.  

 

 
 

3. Click the Create New Requirement link.  

 

 
 

4. Complete the Requirement Details fields as indicated below.  
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Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page  

Request Type  Display only Request Type selected when request is created  

Requirement Nbr  Display only Requirement Number generated when the requirement is created  

Requirement Status  Display only Requirement Status auto updated when different actions are taken 

on the requirement  

Draft – Requirement created and saved, but not approved 

Open – Requirement approved and now open for candidates to apply (If 

Available for Volunteers box is checked)  

Filled – Member has been selected to fill the requirement, but not sourced 

Partially Sourced – Member has been partially sourced to the requirement as 

indicated by Tasking Status  

Fully Sourced – Member has been fully sourced to the requirement as indicated 

by Tasking Status  

Cancelled – Requirement has been cancelled 

Force Element  Use the to select a Force Element value, if applicable. Selecting the will 

bring up a table of all of the available Force Element values.  

Column 1 ‘Element Id’ is the Force Element ID  

Column 2 ‘Description’  is the Force Element  

Column 3 ‘Description’ is the Sub Force Element  

Column 4 ‘ Description’ is the Short Title 
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Once a Force Element is selected, the Title (Short Title), ICS Section, 

Qualifications, and Primary Duties associated with that Force Element will auto-

populate.  

*Operational 

Category  

Select the Operational Category. Available values include:  

Exercises, Major Disasters, Named Contingency, Operational Support, and 

Planned Operations.  Users are required to select a Force Element if 

Operational Category Major Disasters is selected 

*Title  Enter the Requirement Title. If a Force Element is selected, the Short Title will 

auto-populate here  

*Mission 

Classification  

Select the Mission Classification of the requirement. Available values are: 

Critical or Volunteer  

Team Title  Enter the Team Title 

Available for 

Volunteers   Users will be required to check this box to make the approved requirement 

available for members to apply via self-service. Only requirements with a 

status of Open and Available for Volunteers checked will be available for 

members via self-service. Requirements will remain posted to self-service as 

long as this box is checked and requirement status is Open 

*Begin Date  Begin Date of the requirement  

*End Date End Date of the requirement  

Duration of Days  Display only duration in days from requirement begin date to end date  

 Click the Mobilization Notepad to enter comments related to the requirement. 

Once in the log click Add a New Note. Once the notes have been entered click 

Save. To cancel adding notes, click Return to Note Selection Page and close 

the tab  

Clone Requirement  Button used to clone the requirement  

Grouping Category  Display only Grouping Category as selected on the Request Data page  

*Tasking Command  Select the Tasking Command from the drop-down 

*ICS Command  Select the ICS Command from the drop-down 

*ICS Section  Select the ICS Section from the drop-down 

Reg Region  Select the Regulatory Region required for the requirement. Leave blank for any 

Reg Region. Available values include:  

AD for Active Duty members  

NOMIL for Civilian members  

RSV for Reservists  

Business Unit  Select the Business Unit required for the requirement. Leave blank for any 

Business Unit. Available values include:  

CIVCG for Coast Guard Civilians  

ENLCG for Coast Guard Enlisted members  

OFFCG for Coast Guard Officers  
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NOTE: Users will get the following error message if trying to save the new requirement without 

completing the fields on the Receiving Dept Info page. If this message is received, click OK and 

proceed to step 5.  

 

 
 

5. Select the Receiving Dept Info tab and complete the fields as indicated below.  

WARCG for Coast Guard Warrant members  

Security Clearance  Select the Security Clearance required for the requirement. Leave blank for any 

Security Clearance  

Rating  Select the Rating required for the requirement. Leave blank for any Rating 

Grades  Select the Grade(s) required for the requirement. Use the  to enter multiple 

values. Leave blank for any Grade(s) 

Qualifications  Enter the Qualifications (Competencies, Awards, Licenses & Certifications, 

Languages, OSC Codes, Degrees, and Courses) required for the requirement. 

Qualifications auto-populated from the Force Element table will display in this 

section 

Special Instructions  Enter any Special Instructions. Use the  to enter multiple values 

Primary Duties  Enter any Primary Duties. Duties auto-populated from the Force Element will 

display in this section 

Desired Skill Set  Enter any Desired Skill Sets  
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Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page  

Request Type  Display only Request Type selected when request is created  

Requirement Nbr Display only Requirement Number generated when the requirement is 

created  

Title  Display only Requirement Title as entered on the Requirement Details 

page  

Requirement Status  Display only Requirement Status  

Begin Date  Display only Begin Date as entered on the Requirement Details page  

End Date  Display only End Date as entered on the Requirement Details page 

Duration (Days)  Display only number of days between  Requirement Begin Date and 

Requirement End Date  

Destination Dept Display only Destination Department as set on the Request Data page  

*POC Emplid of receiving department POC  

*POC Phone Defaults the business phone number associated with the Emplid entered, 

but allows the user to update as needed   

*POC Email  Defaults the business email associated with the Emplid entered, but 

allows the user to update as needed 

*Geographical Location  Use the  to select the Geographical Location associated with the 

requirement 
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6. Save the page once complete. 

 

7. Select the Candidates tab to add a candidate to the candidate pool, as needed.  

 

NOTE: This process will be used to add By Name Candidates.  

 

Candidate Types 

a. Candidates manually added to requirements while the requirements are in a Draft status 

will be identified as Type - BNC. These candidates will receive a BNC Volunteer 

Opportunity email informing them that they have been identified as a BNC and providing 

instructions for how to apply for requirements via Direct Access.  

b. Candidates manually added to requirements after the requirements have been approved 

will be identified as Type - Selected.  

c. Candidates that apply to requirements via self-service and have NOT been added as a 

BNC will be identified as Type - Volunteer.  

 

 
Secondary POC  Emplid of the destination department Secondary POC  

Secondary POC Phone  Defaults the business phone number associated with the Emplid entered, 

but allows the user to update as needed  

Secondary POC Email  Defaults the business email associated with the Emplid entered, but 

allows the user to update as needed 

Reporting Instructions  Enter any additional instructions associated with the requirement  
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8. Enter the member’s Emplid in the Member Empl ID field.  

 

9. Click the Empl Record number field to select the member’s correct employment record.  

This action is important for members with more than one active employment record. In 

the example below, the user has an active CG military employment row and an active CG 

Civilian employment row. Users must be sure to select the correct Empl Record to avoid 

sourcing an incorrect employment instance. 

 

 
 

10. Click the Add to List button.  
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The member will be added as Type - BNC. 

 

 
 

11. Save the page once complete.  

 

12. Select the Requirement Approval tab to approve the requirement.  

All requirements will remain in a Draft status until approved. Do not approve the 

requirement if it should not be available for self-service users to apply.  

 

13. Enter any comments related to the approval, if applicable.  

 

14. Click Approve.  
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15. The Requirement Status will update to Open. The Approval Status will update to Approved.  

The comments, if entered, will display under Requirement Approval Comments with a date 

and time stamp. 

 

 
 

16. Close the Requirement Details tab.  

 

You will be returned to the Mange Requirements page.  
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6.4 Clone Requests 
 The Clone Request functionality can be used to create new requests by cloning existing requests and 

associated requirements. Once on the Clone Request page, users will be required to enter all new Request 

Data information. The only requirement fields available for update via the Clone Request page are Team 

Title, Rate, Grade, Security Clearance, and Emplid of the BNC.   

 

1. Click the Mobilization Request link in the Mobilization pagelet.  

 

 
 

2. Use the Search record to pull up the Mobilization Request to be cloned using the available fields. 

 

 
 

3. Click the Search button and select the request to clone.  
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4. Click the Clone button.  

 

 
 

NOTE: The Clone Request page will appear. The top of the page will include Request Data 

fields for the new request. The bottom of the page will include a list of requirements that can be 

cloned from the existing request. At any time, click the Cancel button at the bottom of the 

page to cancel the transaction and return to the Request Data page. 
 

5. Complete the request fields as indicated below.  
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6. At the bottom of the page, use the Select All button or Select checkboxes to select the 

requirements that you would like to clone.  

 

7. Update the Team Title, Rate, and Security Clearance fields as needed for each requirement that 

will be cloned. The fields can also be left blank.  

 

Field  Description/Instructions 

Existing Request Title  Display only title of the request that is being cloned  

Existing Request Nbr  Display only Request Number of the request that is being cloned  

*New Request Title  Enter the title of the new request  

New Request Nbr Display only Request Number of the new request. The new request number 

will be generated once the Clone Request fields are completed and saved  

*Requesting Dept  Department ID of the requesting department  

*Destination Dept  Department ID of the destination department  

*Grouping Category  Grouping Category associated with the request. This is the list of Duty 

Purpose values from Reserve Orders  

*Operational Name  Operational Name associated with the incident or disaster the request will 

support 

Mission Assignment 

Number  

Mission Assignment Number associated with the request. This field has a (30) 

character limit 

Requested By  Emplid of the request POC   

Phone  Defaults the business phone number associated with the Emplid entered, but 

allows the user to update as needed   

Email  Defaults the business email associated with the Emplid entered, but allows the 

user to update as needed   
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8. To add a member to a requirement that will be cloned, enter the member’s Emplid in the Empl ID 

field.  

 

9. Click the Empl Record number field to select the member’s correct employment record.  

This action is important for members with more than one active employment record. In the 

example below, the user has an active CG military employment row and active CG Civilian 

employment row. Users must be sure to select the correct Empl Record to avoid adding and 

sourcing an incorrect employment instance. 

 

 
 

10. Once all updates are made, requirements selected and candidates added, click the Apply button.  
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NOTE: If the new Request Title already exists, users will get the below message. Click OK, 

enter a new unique Request Title and click the Apply button.  

 

 
 

11. Take note of the new Request Number displayed on the page.  

 

12. Click the OK button.  
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You will be returned to the Request Data page for the cloned request. A message will display 

with the new Request Number and Requirement Numbers for the cloned requirements.  
 

 
 

13. Click the OK button.  

 

14. Click Return to Search at the bottom of the page to search for the newly created request. 
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15. Click the Clear button.   

 

 
 

16. Use the search fields to search for the new request.  
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17. Enter any needed Comments on the Request Data page, and click the Save button to commit the 

changes.  
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18. Click the Manage Requirements tab to view cloned requirements.  

 

NOTE: All cloned requirements will be cloned in a Draft status. Users will be required approve 

the requirements via the Manage Requirements page in the Mobilization Request component or 

via the Requirement Approval page via the Mobilization Requirements component.  

 

 
 

19. Follow the steps in section “8.2 Mass Approve Multiple Requirements” to approve multiple 

requirements at one time. 

 

7 MOBILIZATION REQUIREMENTS  
This section provides instructions for viewing and managing Mobilization Requirements.  

7.1 Viewing Requirement Information  
Users can search for requirements via Mobilization Request or the Requirement Navigator from the 

Mobilization pagelet. Follow the steps in section “7.1.1 Viewing Requirements via Mobilization Request” 

to search for requirements via Mobilization Request. Follow the steps in section “7.1.2 Viewing 

Requirements via Requirement Navigator” to search for requirements via the Requirement Navigator.  

 

7.1.1 Viewing Requirements via Mobilization Request  

 

1. To search for a requirement via Mobilization Request, click the Mobilization Request link in the 

portal pagelet.  
 

 
 

2. Use the steps in section “6.1 Viewing Request Information” to search for an existing request.   
 

3. Select the Manage Requirements tab to view requirements that are associated with the request.   
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4. Select a requirement number link to view information related to the requirement.  

 

 
 

5. Proceed to section “7.1.3 Requirement Details” to view details regarding requirement 

information.  

7.1.2 Viewing Requirements via Requirement Navigator  

 

1. To search for a requirement via the Requirement Navigator, click the Requirement 

Navigator link in the portal pagelet.  
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2. Use one or more of the search fields to search for requirements and click Populate to view the 

results.  

 

 
 

The table below lists the fields on the Requirements Navigator search page with a description.  

 

7.1.2.1 Requirement Navigator Grid Results  
Requirement Navigator search results display requirements with their associated request, 

approval, and sourcing information.  

 

Requirement Navigator Links:  

 

1. Click the Request Nbr link to open the Request Data for the listed requirement.  

 

Field  Description/Instructions 

Request Nbr Search for requirements by Request Number  

Request Title  Search for requirements by Request Title  

Request Type  Search for requirements by Request Type Individual Augmentation or Pre 

defined Requirements List  

Requirement Nbr  Search for requirements by Requirement Number. NOTE: A Request Number 

is required to search by Requirement Number   

Requirement Title  Search for requirements by Requirement Title  

Requirement Status  Search for requirements by Requirement Status  

Draft – Requirement created and saved, but not approved 

Open – Requirement approved and now open for candidates to apply (If 

Available for Volunteers box is checked)  

Filled – Member has been selected to fill the requirement 

Partially Sourced – Member has been partially sourced to the requirement as 

indicated by Tasking Status  

Fully Sourced – Member has been fully sourced to the requirement as 

indicated by Tasking Status  

Cancelled – Requirement has been cancelled 

Competency  Search for requirements by Competency. NOTE: Only (1) competency can be 

entered at a time. Using a competency value will narrow the results to 

requirements that have the competency as a qualification 

Display RFF Ready 

Requirements   

Checking this box will display requirements where a RFF has not yet been 

generated  

Display Orders Ready 

Requirements  

Checking this box will display requirements with a Requirement Status of 

Fully Sourced or Partially Sourced and Orders-Ready message not yet 

generated  

Populate   Used to populate the grid results based on the search criteria entered  

Clear  Used to clear the search criteria and grid results to begin a new search 
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2. Click the Requirement Nbr link to open the Requirement Details for the listed 

requirement.  
 

 

 

 
 

The table below lists the fields on the Requirement Navigator grid results with a description.  

Field  Description/Instructions 

Request Number   Request Number link that takes the user to the Request Data for the listed 

requirement  

Request Type  Request Type of IA (Individual Augmentation) OR PRL (Pre defined 

Requirement List) 

Request Title  Title of the request the requirement is attached to  

Requirement Nbr  Requirement Number link that takes the user to the Requirement Details for 

the listed requirement   

Requirement Title  Title of the requirement  

Requirement Status  The Requirement Status for the listed requirement  

Draft – Requirement created and saved, but not approved  

Open – Requirement approved and now open for candidates to apply (If 

Available for Volunteers box is checked)  

Filled – Member has been selected to fill the requirement 

Partially Sourced – Member has been partially sourced to the requirement as 

indicated by Tasking Status  

Fully Sourced – Member has been fully sourced to the requirement as 

indicated by Tasking Status  

Cancelled – Requirement has been cancelled 

Begin Date  Begin Date of the requirement  

End Date  End Date of the requirement  

Team Title  Team Title associated with the requirement  
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3. Select a requirement number link to view information related to the requirement.  

 

 
 
4. Proceed to section “7.1.3 Requirement Details” to view details regarding requirement 

information.  

 

7.1.3 Requirement Details  

The Requirement Details page will be used to add and update requirement information for all IA and PRL 

requirements.  

 

Mission Classification  Mission Classification of the requirement  

Tasking Command  Tasking Command associated with the requirement  

ICS Command  ICS Command associated with the requirement  

Requirement Navigator – Approval & Sourcing Info  

Source Empl ID  Emplid of the member that has been sourced to the requirement  

Sourced Member  Name of the member that has been sourced to the requirement  

Approver Empl ID  Emplid of the member that approved the requirement  

Approver Name  Name of the member that approved the requirement  

Requirement Navigator – Request Info  

Requesting Deptid  Department ID of the requesting department  

Requesting Depart Name  Name of the requesting department  

Destination Deptid  Department ID of the destination department  

Destination Depart Name  Name of the destination department  
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Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page  

Request Type  Display only Request Type selected when the request is created  

Requirement Number  Display only Requirement Number generated when the requirement is 

created  

Requirement Status  Display only Requirement Status auto-updated when different actions are 

taken on the requirement  

Draft – Requirement created and saved, but not approved  

Open – Requirement approved and now open for candidates to apply (If 

Available for Volunteers box is checked)  

Filled – Member has been selected to fill the requirement 

Partially Sourced – Member has been partially sourced to the 

requirement as indicated by Tasking Status  

Fully Sourced – Member has been fully sourced to the requirement as 

indicated by Tasking Status  

Cancelled – Requirement has been cancelled 

Force Element  Force Element associated with the requirement   

*Operational Category  Operational Category of the requirement. Available values include:  

Exercises, Major Disasters, Named Contingency, Operational 

Support, and Planned Operations  

*Title  Requirement Title. If a Force Element value is selected, the Force 

Element Short Title is defaulted in this field. Users have the ability to 

change the title as needed  

*Mission Classification  Mission Classification of the requirement. Available values include: 

Volunteer and Critical 

Team Title  Team Title associated with the requirement  

Available for Volunteers  
 Used to indicate if requirement will be posted to self-service for 

volunteers to apply. Only requirements with a status of Open and 

Available for Volunteers checked will be available for members via 

self-service.  

*Begin Date  Begin Date of the requirement  

*End Date End Date of the requirement  

Duration of Days  Display only duration in days from requirement begin date to end date  

 Allows users to enter comments related to the requirement  

Clone Requirement  Button used to clone the requirement  

Grouping Category  Display only Grouping Category as selected on the Request Data page  

*Tasking Command  Tasking Command associated with the requirement  

*ICS Command  ICS Command associated with the requirement  

*ICS Section  ICS Section associated with the requirement  

Reg Region  Regulatory Region required for the requirement.  Available values 

include:  

AD for Active Duty members  

NOMIL for Civilian members  

RSV for Reservists  

Business Unit  Business Unit required for the requirement. Available values include:  

CIVCG for Coast Guard Civilians  

ENLCG for Coast Guard Enlisted members  

OFFCG for Coast Guard Officers  
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7.1.3.1 Mobilization Notepad  
The Mobilization Notepad is used to enter any comments or additional information related to the 

requirement. The Mobilization Notepad can be accessed by clicking on the  icon.  
 

 
 

7.1.4 Requirement Posting  

The Requirement Posting is used to capture the requirement qualifications that will be available for 

members to see via self-service. This Posting Information is display only and will default Primary 

Duties, Desired Skill Set, Eligible Grades, Competencies, OSC Codes, Honors & Awards, 

WARCG for Coast Guard Warrant members  

Security Clearance  Security Clearance required for the requirement 

Rating  Rating required for the requirement 

Grades  Grades required for the requirement  

Qualifications  Qualifications (Competencies, Awards, Licenses & Certifications, 

Languages, Officer Specialty Codes, Degrees, and Courses) required for 

the requirement  

Special Instructions  Special Instructions required for the requirement. Available values 

include:  

 
Primary Duties  Primary Duties required for the requirement  

Desired Skill Set  Desired Skill Set required for the requirement  
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Languages, Licenses & Certifications, Degrees, Courses, and Special Instructions based on what is 

entered on the Requirement Details page.  

 

 
 

7.1.5 Receiving Dept Info  

The Receiving Dept Info page captures destination department Point of Contact (POC) information, 

destination department Geographic Location, and Reporting Instructions.  
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7.1.6 Candidates  

The Candidates page will be used to enter a By Name Candidate for the requirement. It will also display 

any candidates that volunteered for the requirement via self-service. The Source Member section will 

display the member’s information once they have a Member Status of Sourced for the associated 

requirement.  

 

 
 

Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page  

Request Type  Display only Request Type selected when the request is created  

Requirement Nbr Display only Requirement Number generated when the requirement is 

created  

Title  Display only Requirement Title as entered on the Requirement Details 

page  

Requirement Status  Display only Requirement Status  

Begin Date  Display only Begin Date as entered on the Requirement Details page  

End Date  Display only End Date as entered on the Requirement Details page 

Duration (Days)  Display only number of days between Begin Date and End Date  

Destination Dept Display only Destination Department as set on the Request Data page  

*POC Emplid of destination department POC  

*POC Phone Business phone number associated with the Emplid entered  

*POC Email  Business email associated with the Emplid entered 

*Geographical Location  Geographical Location associated with the requirement  

Secondary POC  Emplid of the destination department Secondary POC  

Secondary POC Phone  Defaults the business phone number associated with the Emplid entered, 

but allows the user to update as needed   

Secondary POC Email  Defaults the business email associated with the Emplid entered, but 

allows the user to update as needed   

Reporting Instructions  Additional reporting instructions for the member 
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Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page  

Request Type  Display only Request Type selected when the request is created  

Requirement Nbr Display only Requirement Number generated when the requirement is 

created  

Title  Display only Requirement Title as entered on the Requirement Details 

page  

Requirement Status  Display only Requirement Status  

Begin Date  Display only Begin Date as entered on the Requirement Details page  

End Date  Display only End Date as entered on the Requirement Details page 

Duration (Days)  Display only number of days between the Begin Date and End Date  

Sourced Member  

Empl ID  Emplid and name of the member sourced to the requirement  

Member Status  Status of the member in relation to the specific requirement. Available 

values are:  

Sourced – Member has been sourced to the requirement. NOTE: A 

member is ‘Sourced’ once the Tasking Status has been updated to 

Partially Sourced or Fully Sourced on the Member Source page   

Mobilized – Member has been mobilized to the requirement. NOTE: A 

member is ‘Mobilized’ once a Mobilization Date has been entered on the 

Member Processing page  

Demobilized – Member has been demobilized from the requirement. 

NOTE: A member is ‘Demobilized’ once a Demobilization Date has 

been entered on the Member Processing page  

Trans ID  Reserve Order Trans ID will display if a Direct Access RSV Order has 

been generated for the member  

Order Status  Status of Direct Access RSV Order. Available values are:  

Proposed – Initial order has been created  

Authorized – Order has been authorized by DXR  

Ready – Travel details have been approved. Order is ready for member to 

depart 

En Route – Departs/Reports approved. Member has departed home unit 

Finished – Order execution completed  

Cancelled – Order has been cancelled 

Rank   Rank of the member sourced to the requirement  

Clearance  Security Clearance of the member sourced to the requirement  

Current Dept  Current department of the member sourced to the requirement  

Begin Date  Source Begin Date of the member sourced to the requirement  

End Date  Source End Date of the member sourced to the requirement  

Duration (Days)  Number of days member is sourced to the requirement  

Candidates  

Type  Candidate Type of BNC, Selected, or Volunteer.  

BNC – Candidates manually added to the candidate pool while the 

requirement is in a Draft status  

Selected – Candidates manually added to the candidate pool after the 

requirement has been approved 

Volunteer – Candidates that apply to the requirement via self-service and 

have NOT already been added as a BNC 
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Empl ID  Emplid of the candidate. Click the emplid link to view the member’s CG 

Member Info  

Name  Name of the candidate. Click the Name link to view a list of requirements 

the member has been selected to fill. See section “7.1.6.1 Member 

Selection History” for details on the Member Selection page 

Mobilization Status  The member’s overall Mobilization Status in relation to all requirements. 

Available values are:  

Active – Member has submitted an application for a requirement OR 

member has been added as a BNC or Selected member to a requirement  

Selected – Member has been selected to fill a requirement, but not yet 

sourced. NOTE:  A member is ‘Selected’ if the Select box is checked for 

the member in the candidate pool for a requirement AND the member has 

not been ‘Sourced’, ‘Mobilized’ or ‘Demobilized’ to the requirement 

Sourced – Member has been sourced to another requirement. NOTE: A 

member is ‘Sourced’ if the Tasking Status on the Member Source page is 

Partially Sourced or Fully Sourced AND the member has not been 

‘Mobilized’ or ‘Demobilized’ to the requirement 

Mobilized – Member has been mobilized to the requirement. Updates to 

this status when a Mobilization Date is entered 

Demobilized – Member has been demobilized from the requirement. 

Updates to this status when a Demobilization Date is entered 

Rank Rank of the member  

Reg Region  Reg Region of the member  

Clearance  Security Clearance of the member  

Deptid  Current department id of the member  

Dept Name  Current department name of the member  

SPO Deptid  SPO department id of the member  

Command Approval  Command approval status for the application the self-service member 

submitted to the requirement. Available values are:  

Pending – The command approval is still pending  

Approved – The command has approved the member’s application  

Denied – The command has denied the member’s application  

Withdrawn – The member has withdrawn their application from 

consideration OR a sql script was run to withdraw the command’s 

approval 

Blank – Command approval not applicable. Member was added as a 

BNC or Selected candidate type 

Approver Name  Name of the command approver the self-service member submitted their 

resume approval request to  

Rank  Rank of the member that approved the member’s application  

Approver Deptid  Deptid of the member that approved/denied the member’s application  

Selected  
Used to select a member for the specific requirement.   This must be 

checked in order to source member to the requirement. Only one member 

can be selected for a requirement. Once checked and the page saved, the 

requirement status will update to Filled  

Sourced  Display only checkbox used to indicate the member has been sourced to 

the specific requirement. Checkbox automatically updates to checked 

when Tasking Status Partially Sourced or Fully Sourced is selected on the 

Member Source page 
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7.1.6.1 Member Selection History  
The Member Selection History page shows a list of requirements the member has applied to or 

been added to; the member’s selection history; and the member’s sourcing history.   

 
 

7.1.7 Requirement Approval  

The Requirement Approval page captures the approval status of the requirement.  

 

 Allows authorized users to delete candidates from the Candidate Pool. 

Deleting the candidate will remove the candidate’s sourcing record for 

the related requirement. NOTE: Members with an order linked to the 

requirement cannot be deleted. Members with an Incident Check-In Date 

on the Member Processing page cannot be deleted  

Member Empl ID Used to search for the emplid of the member that will be added to the 

requirement  

Empl Record  Used to search for the empl record of the member that will be added to 

the requirement.  This action is important for members with more 

than one active employment record. Users must be sure to select the 

correct Empl Record to avoid sourcing an incorrect employment instance 
Add to List  Used to add the candidate to the list once the Member Empl ID and Empl 

Record have been selected 
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Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page   

Request Type  Display only Request Type selected when the request is created  

Requirement Nbr Display only Requirement Number generated when the requirement is 

created  

Title  Display only Requirement Title as entered on the Requirement Details 

page  

Requirement Status  Display only Requirement Status  

Begin Date  Display only Begin Date as entered on the Requirement Details page  

End Date  Display only End Date as entered on the Requirement Details page 

Duration (Days)  Display only number of days between requirement Begin Date and End 

Date  

Route for Approval   

Approver   Emplid and name of the user that approved the requirement. Auto-

displays once the approve hits the Approve button  

Approver Dept  Department of the approver of the requirement. Auto-displays once 

approver hits the Approve button   

Approval Status  Approval status of the specific requirement. Available values are:  

Approved – Approver has approved the requirement   

Cancelled – User has cancelled the requirement   

Comments  Allows the user to enter comments regarding the requirement approval or 

cancellation. NOTE: Users are required to enter comments for 

requirement cancellations 

Cancel  
Allows authorized users to cancel the requirement from this page.  

Requirements that are linked, by Trans ID, to a Direct Access RSV Order 
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7.1.8 Requirement Audit 

The Requirement Audit page shows an audit record of changes to the Requirement Details component 

and requirement approval and cancellation.   

 

 

 

cannot be cancelled from Mobilization. Users will be required to cancel 

the RSV Order. Once the order is cancelled, the associated requirement 

will be cancelled 

Approve  Allows the approver to approve the requirement from this page  

Requirement Approval 

Comments  

Will display all comments, with a date and time stamp, entered on the 

Requirement Approval page  



Direct Access Mobilization System User Guide 

64 

 

 

Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page  

Request Type  Display only Request Type selected when the request is created  

Requirement Nbr Display only Requirement Number generated when the requirement is 

created  

Title  Display only Requirement Title as entered on the Requirement Details 

page  

Requirement Status  Display only Requirement Status  

Begin Date  Display only Begin Date as entered on the Requirement Details page  

End Date  Display only End Date as entered on the Requirement Details page 

Duration (Days)  Display only number of days between requirement Begin Date and End 

Date  

Approval History    

Requestor ID     Emplid of the user who approved the requirement  

Name  Name of the user who approved the requirement 
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7.2 Mass Update Requirements  
The Mass Update functionality provides users the ability to mass update details for multiple requirements 

at one time. Follow the steps below to mass update. 

 

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request with 

the requirements that need to be updated.  

 

2. Once on the Request Data page, click the Manage Requirements tab. 

 

3. Use the Select All button or Select checkboxes to select the requirements to be updated.  

 

Approver ID   Emplid of the user who approved the requirement 

Name  Name of the user who approved the requirement  

Datetime Modified  Date and time the approval request was modified  

Approval Status  Status of the requirement approval  

Comments  Comments entered when approving or cancelling the requirement  

Requirement Details – Summary  

User ID  Emplid of the user who created or modified the requirement  

Name  Name of the user who created or modified the requirement  

Datetime Modified  Date and time the requirement was modified    

Action  Action that was taken on the requirement  

Audit Record Name  Name of the table that was updated when requirement was updated  

Requirement Details – Requirement Details  

Requirement Title  Title of the requirement  

Requirement Status  Status of the requirement  

Mission Classification  Mission Classification of the requirement  

Begin Date  Begin Date of the requirement  

End Date  End Date of the requirement  

Grouping Category  Grouping Category of the requirement  

ICS Command  ICS Command of the requirement  

ICS Section  ICS Section of the requirement  

Requirement Details – Required Information  

Geographic Location  Geographical Location of the requirement  

POC  Emplid of the destination department POC  

POC Name  Name of the destination department POC  

Secondary POC  Emplid of the destination department secondary POC  

Special Instructions  Special Instructions associated with the requirement  

Requirement Details – Candidate Info  

Candidate Type  Candidate Type of BNC or Volunteer  

Candidate  Emplid of candidate added to the requirement  

Candidate Name  Name of candidate added to the requirement  

Approver Name  Name of the command approver the self-service member submitted their 

resume approval request to  

Approval Status  Status of member’s resume approval  

Selected  Indicates if member has been selected for the requirement  
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4. Click the Mass Update link.  

 

 
 

The Mass Update Summary page will display all requirements selected for update on the Manage 

Requirements page. NOTE: The user can click the Cancel button at the bottom of the page at any 

time to return to Mange Requirements.  

 

 
 

5. Click the Requirement Details tab.  
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The Requirement Details page will display.  

 

 
 

6. Follow steps 4-5 in section “6.3 Add New Requirement to Request” to complete the Requirement 

Details and Receiving Dept Info pages.  

 

The Requirement Details page will be used to update requirement information for all 

requirements selected on the Manage Requirements page. The Requirement Details and 

Receiving Dept Info pages will be blank. Users will have to manually complete the data fields 

that should be updated as part of the mass update. If data is entered in a field on the mass 

update pages, the changes will be applied to all selected requirements upon saving. If a data 

field is left blank, no changes will be made to those fields on the selected requirements.  

Adding values to any of the grids (Grades, Competencies, Degrees, Courses, etc.) will add 

values to the grids on the requirements being updated. The Mass Update process will not 

delete values from any requirement grid.   
  

7. Click the Apply button on the Receiving Dept Info page once complete. A Saved message will 

appear in the upper right corner of the page.  
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8. Click the OK button at the bottom of the page. 

 

You will be returned to the Manage Requirements page of the selected requirements. A message 

will display with the requirements numbers for the updated requirements.   

 

 
 

9. Click the OK button.  

 

10. Follow the steps in section “8.2 Mass Approve Multiple Requirements” if requirements are in a 

Draft status and need to be approved.  

 

7.3 Add Existing Requirement  
The Add Existing Requirements link takes the user to the Mass Add Requirements page. This page is 

used to add an existing requirement to a new or existing request. Follow the steps below to add existing 

requirements to a request.   

 

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request that 

needs to have existing requirements added.  

 

2. Once on the Request Data page, click the Manage Requirement tab. 
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3. Click the Add Existing Requirement link.  

 

 
 

The Add Requirements page will display.  

 

The top of the Add Requirements page will display a grid for the existing request and 

requirements that the user is adding to the new request.  

 

The bottom of the Add Requirements page will display a grid for the requirements that have been 

selected to add to the new request.  

 

 
 

NOTE: The user can click the Cancel button at the bottom of the page at any time to return to 

Mange Requirements.  

 

4. Use the Request Nbr field to lookup the request that you would like to select requirements from.  

 

A list of existing requirements that are attached to the request will display in the top grid.  
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5. Use the Select All button or Select checkboxes to select the requirements that should be added to 

the request.  

 

6. Click the Add Row(s) button.  

 

 
 
The selected requirements will display in the bottom grid to be added to the new request.  

 

7. Repeat steps 4-6 to add additional requirements from other request(s), as needed.  

 

8. Once all requirements have been added, complete the New Requirements grid fields as indicated 

below.  
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Field  Description/Instructions 

New Requirements – Requirement Details  

Request Nbr Display only Request Number of the request the requirements are being 

added to   

Requirement Nbr  Blank field for new requirement numbers that will be generated  

Requirement Title  Display only Requirement Title of the requirements that are being added 

to the request  

Team Title   Team Title from the existing requirements that are being added to the 

request. Update the Team Title as needed  

Rate  Rate from the existing requirements that are being added to the request. 

Update the Rate as needed  

Security Clearance  Security Clearance from the existing requirements that are being added to 

the request. Update the Security Clearance as needed  

New Requirements – Candidate Details  

Empl ID  Enter the Emplid of the member that should be added to the requirement 

as a BNC  

Empl Record  Click the Empl Record number field to select the member’s correct 

employment record.  This action is important for members with more 

than one active employment record.  Users must be sure to select the 

correct Empl Record to avoid adding and sourcing an incorrect 

employment instance 

Name  Display only name of the member added to the requirement  

 Allows the user to delete requirements that should not be added to the 

request from the list  
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9. Click the Apply button on the bottom of the page once complete. A Saved message will appear in 

the upper right corner of the page.  

 

 
 
NOTE: The new Requirement Numbers will be generated and display in the grid. The numbering 

for the Requirement Numbers will be in sequential order following the numbering for the 

requirements currently on the request. 

 

 
 

10. Click the OK button at the bottom of the page. The user will be taken back to the Manage 

Requirements page.  

 

 
 

The user will be returned to the Manage Requirements page for the request the requirements were 

added to. A message will display with the requirement numbers for the newly added 

requirements.  
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11. Click the OK button.  

 

12. Click the Populate button to refresh the grid with the newly added requirements.  

 

 
 

The new requirements will display in the grid with a status of Draft.  

 

 
 

13. Follow the steps in section “8.2 Mass Approve Multiple Requirements” if the requirements need 

to be approved.  

 

7.4 Clone Requirement  
Users can clone requirements via the Manage Requirements and Requirement Details pages. The 

Clone Requirement functionality on the Manage Requirements page allows the user to clone one or 

many requirements at one time. The Clone Requirement functionality on the Requirement Details page 

allows the user to clone a single requirement multiple times.  
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Follow the steps in section “7.4.1 Clone Requirement via Manage Requirements” to clone one or multiple 

requirements at one time. Follow the steps in section “7.4.2 Clone Requirement via Requirement Details” 

to clone a single requirement multiple times.  

 

7.4.1 Clone Requirement via Manage Requirements  

 
1. Click the Mobilization Request link in the portal pagelet.  

 

 
 

2. Use the steps in section “6.1 Viewing Request Information” to search for an existing request.  

 

3. Once on the Request Data page, click the Manage Requirements tab.  

 

4. Use the Select All button or Select checkboxes to select the requirement(s) to clone.  

 

 
 

5. Click the Clone Requirement link.  
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The selected requirements will be cloned and added to the request with new requirement numbers 

in a Draft status.  

 

 
 

6. Follow the steps in section “8.2 Mass Approve Multiple Requirements” if the requirements need 

to be approved. 

7.4.2 Clone Requirement via Requirement Details   

1. Follow the steps in section “7.1 Viewing Requirement Information” to search for an existing 

requirement via Mobilization Request or the Requirement Navigator.  

 

2. Once on the Requirement Details page, click the Clone Requirement button.  

 

 
 

The Clone Requirements page will appear.  

 

3. Enter the Number of New Requirements in the available field.  
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4. Click the Apply button on the bottom of the page once complete. A Saved message will appear in 

the upper right corner of the page.  

 

 
 

The new Requirement Numbers and Requirement Titles will display in the grid.  

 

 
 

5. Click the OK button at the bottom of the page.  
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The user will be returned to the Requirement Details page for the requirement that was cloned. A 

message will display with the requirement numbers for the new requirements.  

 

 
 

6. Click the OK button.  

 

7. Close the Requirement Details tab.  

 

You will be returned to the Manage Requirements page.  

 

8. Click the Populate button to refresh the grid with the newly cloned requirements.  

 

 
 

The newly cloned requirements will display in the grid in a Draft status.  
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9. Follow the steps in section “8.2 Mass Approve Multiple Requirements” if the new requirements 

need to be approved.   

 

7.5 Delete Requirement  
The Delete Requirement link allows authorized users the ability to delete requirements from a request. 

Requirements, in any status, that have candidates listed in the candidate pool cannot be deleted.  

 

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request with 

the requirement(s) that need to be deleted.  

 

2. Once on the Request Data page, click the Manage Requirements tab.  

 

3. Use the Select All button or Select checkboxes to select the requirement(s) to be deleted.  

 

NOTE: Requirements, in any status, that have candidates listed in the candidate pool cannot be 

deleted.  

 

 
 

4. Click the Delete Requirement link.  
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The selected requirements will be deleted. If a candidate is associated with a selected 

requirement, users will get the message below.  

 

 
 

5. Click the OK button.  

 

The deleted requirements will no longer appear in the grid results. The grid results will now show 

as missing requirements and requirement numbers.  

 

 

7.6 Generate RFF 
The Generate RFF link is used to generate the Request for Forces message for the selected requirements. 

The message can be generated for any requirement in any status.  

 

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request with 

the requirements that you wish to generate a RFF for.  

 

2. Once on the Request Data page, click the Manage Requirements tab.  

 

3. Use the Select All button or Select checkboxes to select the requirements that should be included 

in the RFF.  
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4. Click the Generate RFF link.  

 

 
 

The RFF message will appear with the request and requirement data for the selected 

requirements.  

 

 
 

5. Copy, paste, and edit the message as needed.  

 



Direct Access Mobilization System User Guide 

81 

6. Click the Return to Search button when complete.   

 

The user will be returned to the Manage Requirements page. The selected requirements will now 

have a check displayed in the RFF column of the Requirement Information grid.  

 

 

8 REQUIREMENT APPROVALS AND CANCELLATIONS  
This section provides instructions for approving and cancelling Mobilization Requirements.    

8.1 Approve a Single Requirement  
 

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request with 

the requirement that you wish to approve. 

 

2. Once on the Request Data page, click the Manage Requirements tab.  

 

3. Select the requirement number link for the Draft requirement that needs to be approved  

 

 
 

The user will be taken to the Requirement Details component.  

 

4. Click the Requirement Approval tab.  
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5. Enter comments, if applicable and click the Approve button at the bottom of the page.  

 

 
 

The Requirement Status will update to Open and the Approval status will show as Approved. 

Any comments entered will display in the Requirement Approval Comments box with a date and 

time stamp.  
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6. Close the Requirement Details tab.  

 

7. Click the Populate button to refresh the Manage Requirements grid.  

 

 
 

The approved requirement will now reflect as Open on the Manage Requirements page.  
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8.2 Mass Approve Multiple Requirements   
 

1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request with 

the requirements that you wish to approve.  

 

2. Once on the Request Data page, click the Manage Requirements tab.  

 

3. Use the Select All button or Select checkboxes to select the requirements that should be included 

in the approval request submission.  

 

4. Click the Approve button at the bottom of the page. 

 

 
 

5.  A message will display at the bottom of the page indicating that the ‘Selected requirements have 

been approved successfully’. All of the Draft status requirements will now reflect as Open.  

 

 
 

 

8.3 Cancel a Single Requirement   
Only authorized users will have access to cancel requirements. Requirements cannot be cancelled if a 

RSV Order has been initiated and linked to the requirement.  
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1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request with 

the requirement that you wish to cancel. 

 

2. Once on the Request Data page, click the Manage Requirements tab.  

 

3. Select the requirement number link for the requirement that needs to be cancelled.   

 

 
 

The user will be taken to the Requirement Details component.  

 

4. Click the Requirement Approval tab.  

 

 
 

5. Enter comments related to the cancellation and click the Cancel button. 
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The Requirement Status will update to Cancelled and the Approval status will show as 

Cancelled. Any comments entered will display in the Requirement Approval Comments box with 

a date and time stamp.  

 

 
 

6. Close the Requirement Details tab.  

 

7. Click the Populate button to refresh the Manage Requirements grid.  
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The cancelled requirement will now reflect as Cancelled on the Manage Requirements page.  

 

 
 

8.4 Mass Cancel Multiple Requirements   
Only authorized users will have access to cancel requirements. Requirements cannot be cancelled if a 

RSV Order has been initiated and linked to the requirement.  

 
1. Follow the steps in section “6.1 Viewing Request Information” to find an existing request with 

the requirements that you wish to submit for cancellation.  

 

2. Once on the Request Data page, click the Manage Requirements tab.  

 

3. Use the Select All button or Select checkboxes to select the requirements that should be included 

in the cancellation request submission.  
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4. Select the Group Action Cancel and click the Go button. 

 

 
 

5. Enter comments and click Submit for cancellation of selected requirements.  

 

 
 

The user will be returned to the Manage Requirements page. A message will display at the 

bottom of the page indicating that the selected requirements that do not have an associated Direct 

Access order have been cancelled. The requirements will now reflect a status of Cancelled.  
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9 COMMAND RESUME ENDORSEMENT 
All Mobilization applications/resumes require approval from authorized Mobilization Resume Endorsers.  

This section provides the procedures for resume approval and denial.  

 

9.1 Access a Resume Endorsement Request  
The My Mobilization Approvals page allows users to view submitted command resume endorsement 

requests. Follow the steps below to access a submitted approval request.  

 
1. Click the My Mobilization Approvals link in the Mobilization pagelet.  

 

 
 

2. The radio button ‘Submitted Approval Requests’ should be already clicked. This allows the 

user to view all of their submitted requests. NOTE: If accessing an approval for which the user is 

the approver, select the ‘Requests I am Approver for’ radio button.  

 

 
 

3. The Approval Status will be defaulted to Pending. Users have the ability to search for All, 

Approved, Denied, Pending, and Withdrawn approval requests.  The Populate Grid button 

should be used to populate the grid(s) with requirements and/or endorsements in the specified 

approval status.  
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4. The From Date and To Date fields allow the user to view those approval requests that have been 

submitted within a specified date range. If the user wants to do this, enter a date range in these 

fields and click the Populate Grid button.  

 

5. In the Command Approvals grid, click the View Application link on the approval row you want 

to see. A new window will open and the Command Endorsement page will appear with the 

information that was submitted on the request. 

 

 
 

 

 

 

9.2 Approve/Deny a Resume Endorsement 
1. Follow the steps in section “9.1 Access a Resume Endorsement Request” to access the resume 

approval request that will be approved.  

 

Field  Description/Instructions 

Application Date  Date the resume approval request was submitted  

Applicant ID  Emplid of the member that submitted the resume approval request  

Applicant Name  Name of the member that submitted the resume approval request  

Approver Oper ID  Emplid of the user that the approval request was submitted to  

Approver Name  Name of the user that the approval request was submitted to   

Request Number  Request Number generated when the request was created  

Request Title  Request Title as entered on the Request Data page  

Requirement Number  Requirement Number generated when the requirement was created  

Requirement Title  Requirement Title as entered on the Requirement Details page  

Operational Name  Operational Name the requirement is associated with  

Begin Date  Begin Date of the requirement  

End Date  End Date of the requirement  

Status  Resume approval status  

View Application  Link that takes the user to the Command Endorsement page  
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The Command Endorsement page will display a list of all applications and resumes a member has 

submitted to the approver that are in a Pending status.  

 

The top portion of the page will display job and contact information for the member submitting 

the endorsement request. 

 

 
 

The middle portion of the page will display the requirements the member has applied for and 

submitted to the endorser for approval.  

 

 
 

The bottom portion of the page will display the resume comments the member has entered for the 

application(s). It also provides a Next Endorser field which allows the approver to route the 

resumes to another Command Endorser for approval.  
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2. Use the Application Status field to approve or deny the resume endorsement requests.  

 

 
 

3. Once complete, click the Save button at the bottom of the page.  

 

 
 

The user will see a Save Confirmation message.  

 

 
 

4. Click the OK button.  

 

NOTE: The Application Status will update to Approved or Denied.  

 

5. Close the tab and return to Home. 

 

9.3 Route a Resume Endorsement to Next Endorser 
The Next Endorser option allows a Mobilization Resume Endorser to route resume approval requests to 

another Endorser for approval.  Resume approval requests can only be routed to users with the 

Mobilization Resume Endorser role.   
 

1. Follow the steps in section “9.1 Access a Resume Endorsement Request” to access the resume 

approval request that will be routed to a next endorser  

 

The Command Endorsement page will display a list of all applications and resumes a member has 

submitted to the approver that are in a Pending status.  
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2. In the Next Endorser field enter the endorser you want the resume approval request to be 

forwarded to.  

 

 
 

3. Use the Select checkboxes to select the resume approval requests that you want to route to the 

Next Endorser. NOTE: The Select checkboxes will only be enabled once a Next Endorser is 

entered.  

 

 
 

4. Click the Save button at the bottom of the page.  

 

 
 

The Application Status will be in a Pending status and sent to the Next Endorser for approval. An 

email will be sent to notify the Next Endorser of the resume approval request.  

 

5. Close the tab and return to Home.  
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9.4 Delegate a Command Endorser  
A Delegation Request allows a Command Endorser to delegate approving authority to another 

Command Endorser in their absence.  Only users with the Mobilization Resume Endorser 

role will have access to view and approve resume approval requests.  

 

1. From the Requests tab, select the Submit a Delegation Request link from the Self Service 

Requests pagelet in the top left corner of the portal.  

 

 
 

2. Follow the instructions on the Submit Delegation page and click the Submit button.  

 

The request will be in a Pending status and sent to the delegated approver for approval. An email 

will be sent by system to notify the approver of the request.  
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10 MEMBER SOURCING AND PROCESSING   
This section of the user guide provides instructions for completing member sourcing and processing in 

Direct Access Mobilization.  Members can only be sourced to requirements that have been approved. 

Users will not be able to source members to requirements in a Draft or Cancelled status.  

10.1 Source Member to a Requirement  
 

1. Follow the steps in section “7.1.1 Viewing Requirements via Mobilization Request” to search for 

requirements via Mobilization Request. Follow the steps in section “7.1.2 Viewing Requirements 

via Requirement Navigator” to search for requirements via the Requirement Navigator. 

 

2. Once on the Requirement Details page, click the Candidates tab.  

 

 
 

3. Use the Select checkbox to select the member that will be sourced to the requirement. 

 

 NOTE: Only one member can be selected for a requirement at a time.  

 

 
 

4. Save the page after the member has been selected. The Requirement Status will update to Filled.  
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5. Click the Source Member link.  

 

 
 

The user is brought to the Member Source page. The Member Source page allows a user to enter 

Source (Order) Begin Date and Source (Order) End Date information, Operational Detail 

information and initiate a RSV Order.  

 

The Sourced Member section of the page will display job and sourcing data about the member.  

 

 
 

The Compliance section of the page will display the member’s compliance related to the 

Qualifications, Grade(s), Rate, Business Unit, Reg Region, and Security Clearance required for 

the requirement.  
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The Operational Detail section of the page will display Operational Detail, Order Type, 

Contingency, TONO and LOA, and Supported Command information.  

 

 
 

6. Complete the Member Source fields as indicated below.  

Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page 

Request Type  Display only Request Type selected when the request is created 

Requirement Nbr  Display only Requirement Number generated when the requirement is 

created 

Title  Display only Requirement Title as entered on the Requirement Details 

page 

Requirement Status  Display only Requirement Status 

Begin Date  Display only Begin Date as entered on the Requirement Details page  

End Date  Display only End Date as entered on the Requirement Details page 

Duration (Days)  Display only number of days between requirement Begin Date and End 

Date  

Sourced Member  

Empl ID   Emplid and name of the member being sourced to the requirement  
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Mbr Status  Status of the member in relation to the specific requirement. Available 

values are:  

Sourced – Member has been sourced to the requirement. NOTE: A 

member is ‘Sourced’ once the Tasking Status has been updated to 

Partially Sourced or Fully Sourced on the Member Source page   

Mobilized – Member has been mobilized to the requirement. NOTE: A 

member is ‘Mobilized’ once a Mobilization Date has been entered on the 

Member Processing page  

Demobilized – Member has been demobilized from the requirement. 

NOTE: A member is ‘Demobilized’ once a Demobilization Date has 

been entered on the Member Processing page 

Trans ID  Reserve Order Trans ID will display once  a Direct Access RSV Order 

has been initiated for the member  

Order Status  Status of Direct Access RSV Order will display here. Available values 

are:  

Proposed – Initial order has been created  

Authorized – Order has been authorized by DXR  

Ready – Travel details have been approved. Order is ready for member to 

depart 

En Route – Departs/Reports approved. Member has departed home unit 

Finished – Order execution completed  

Cancelled – Order has been cancelled 

Create Order  Link that allows authorized users to create RSV Orders for Reserve 

members sourced to requirements  

Reg Region  Reg Region of the member being sourced to the requirement  

Business Unit  Business Unit of the member being sourced to the requirement  

Empl Class  Empl Class of the member being sourced to the requirement  

Empl Cat  Empl Cat of the member being sourced to the requirement  

Rank  Rank of the member being sourced to the requirement  

Clearance  Security Clearance of the member being sourced to the requirement  

Current Dept  Current Department of the member being sourced to the requirement  

Destination Dept  Destination Department of the member being sourced to the requirement  

Begin Date  Source Begin Date of the member being sourced to the requirement   

End Date  Source End Date of the member being sourced to the requirement  

Report Date  Report Date of the member being sourced to the requirement  

Duration (Days)  Number of days member is sourced to the requirement 

Compliance  

Compliance – Member 

Qualifications  

Compliance grid that display the member’s compliance related to the 

Qualifications, Grade(s), Rate, Business Unit, Reg Region, and Security 

Clearance required for the requirement 

Operational Detail  

Operational Category Display only Operational Category as selected on the Requirement 

Details page  

Order Type Order Type related to the member and sourcing record. Available options 

include:  
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7. Click the Save button at the bottom of the page once complete.  

 

 
Order-Ready Message  Link that generates an order message related to the Order Type selected 

for the member and requirement. NOTE: ADT Orders and IDT Orders 

do not have order-ready messages 

Contingency ID Order Contingency ID related to the order. These values are setup and 

maintained as part of  RSV Orders  

Travel Order Nbr Travel Order Number  

Travel Line of Accounting Travel Line of Accounting  

Supporting Command Supporting Command related to the requirement and sourcing record  

Tasking Status Tasking Status of Partially Sourced or Fully Sourced. This should be 

selected after all fields on the page have been completed 
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The Requirement Status will update to the Tasking Status selected and the Mbr Status will update 

to Sourced.   
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8. Close the Member Source tab.  

 

You will be returned to the Candidates page. NOTE: The sourced member will not display on the 

Candidates page until the record is refreshed.  

 

9. Close the Requirement Details tab.  

 

You will be returned to the Manage Requirements page or Requirement Navigator, depending on 

which you used to initially search for the requirement to source.  

 

10. Select the requirement number link in the grid for the requirement that was just sourced.  
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11. Once on the Requirement Details page, click the Candidates tab.  

 

 
 

The Requirement Status will reflect as the Tasking Status selected on the Member Source page. 

The sourced member information will display in the Sourced Member section of the Candidates 

page. The Sourced checkbox will be checked in the candidate list for the sourced member.  

 

 
 

12. Close the Requirement Details tab and return to Home.  

10.2 Generate Order-Ready Message  
Order-Ready messages can be generated as users complete the steps in section “10.1 Source Member to a 

Requirement”. Users can also navigate to the Member Source page at any time to generate an Order-

Ready message. Follow the steps below to navigate directly to the Member Source page to generate a new 

order message. NOTE: Order messages can only be generated for sourced requirements.   

 
1. Click the Requirement Sourcing link in the Mobilization pagelet.  
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2. Use the search fields to search for the sourcing record.  

 

 
 

3. Click the Search button and select the sourcing record that you want to generate an order message 

for.  

 

 
 

4. Click the Order-Ready Message link in the Operational Detail section of the Member Source 

page.  
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The Order-Ready message will appear with the request and requirement data for the selected 

requirement. 

 

 
 

5. Copy, paste, and edit the message as needed.  
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6. Click the Return to Search button at the bottom of the page when complete.  

 

 
 

The user will be returned to the Member Source page.  

 

7. Close the tab and return to Home.  

 

10.3 Initiate RSV Orders from Mobilization  
In order to link Mobilization and RSV Orders data in Direct Access, authorized users will be required to 

initiate orders from the Mobilization Requirement Sourcing page. NOTE: If a RSV Order linked to a 

Mobilization requirement is cancelled, the related requirement will also be cancelled.  

 

1. Click the Requirement Sourcing link in the Mobilization pagelet.  

 

 
 

2. Use the search fields to pull up the member’s sourcing record.  

 

 
 

3. Click the Search button and select the row for the appropriate sourcing record.  

 

 Members can be sourced to more than one requirement with different Source Begin and 

Source End dates, as seen below. Be sure to select the correct sourcing record when initiating 

RSV Orders.  
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4. Click the Create Order link.  

 

 
 

NOTE: The user will be taken to the Reserve Orders “Add a New Value” page. The member’s 

Empl ID, Empl Record, Begin Date, and End Date will be defaulted on the page. The Begin Date 

and End Date are the Source Begin Date and Source End Date from the Member Source page.  

 

The Order Begin Date and End Date may need to be adjusted based on the actual 

travel/depart dates of the member.  

 

5. Select the Duty Type and click the Add button.  

 

 
 

The Mobilization Request and Requirement Numbers and Titles will display in the Contingency 

section of the Reserve Orders page.  
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6. Follow the existing Reserve Orders procedures to complete the order data fields and route for 

approval.  

 

7. Close the tab and return to Home once complete.  

 

The Order Status and Trans ID will be reflected in Mobilization.  

 

Below is the Member Source page with the updated Order Status and Trans ID.  

 

 
 

Below is the Candidates page with the updated Order Status and Trans ID.  
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10.4 Member Processing 
The Member Processing page will be used to enter member processing information, including 

Mobilization Date, Demobilization Date, Incident Check-In Date, Incident Check-Out Date, and Return 

Home Date.  

 

1. Select the Requirement Sourcing link in the Mobilization pagelet.  

 

 
 

2. Use the search fields to pull up the member’s sourcing record.  
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3. Click the Search button and select the row for the appropriate sourcing record.  

 

Members can be sourced to more than one requirement with different Source Begin and 

Source End dates, as seen below. Be sure to select the correct member record.  

 

 
 

4. Select the Member Processing tab.  

 

 
 

5. Complete the fields as indicated below.  

 

 

Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page 

Request Type  Display only Request Type selected when the request is created 
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Requirement Nbr  Display only Requirement Number generated when the requirement is 

created 

Title  Display only Requirement Title as entered on the Requirement Details 

page 

Requirement Status  Display only Requirement Status 

Begin Date  Display only Begin Date as entered on the Requirement Details page  

End Date  Display only End Date as entered on the Requirement Details page 

Duration (Days)  Display only number of days between requirement Begin Date and End 

Date  

Mobilization Processing   

Empl ID   Emplid and name of the member sourced to the requirement  

Mbr Status  Status of the member in relation to the specific requirement. Available 

values are:  

Sourced – Member has been sourced to the requirement. NOTE: A 

member is ‘Sourced’ once the Tasking Status has been updated to 

Partially Sourced or Fully Sourced on the Member Source page   

Mobilized – Member has been mobilized to the requirement. NOTE: A 

member is ‘Mobilized’ once a Mobilization Date has been entered on the 

Member Processing page  

Demobilized – Member has been demobilized from the requirement. 

NOTE: A member is ‘Demobilized’ once a Demobilization Date has 

been entered on the Member Processing page 

Reg Region  Reg Region of the member sourced to the requirement  

Business Unit  Business Unit of the member sourced to the requirement  

Empl Class  Empl Class of the member sourced to the requirement  

Empl Cat  Empl Cat of the member sourced to the requirement  

Rank  Rank of the member sourced to the requirement  

Clearance  Security Clearance of the member sourced to the requirement  

Current Dept  Current Department of the member sourced to the requirement  

Destination Dept  Destination Department of the member sourced to the requirement  

Mobilization Date   Date member leaves to report to the incident   

Demobilization Date  Date member leaves to return to home unit for incident debriefing and out 

processing  

Incident Check-in Date  Date member reports to incident  

Incident Check-out Date  Date member leaves incident  

Return Home Date  Date member returns home 

Member Locations  

Geographical Location  Use the to search for the location the member has reported to 
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6. Click the Save button at the page once complete.  

 

The Mbr Status will update to Mobilized if a Mobilization Date is entered and Demobilized if a 

Demobilization Date is entered.  

 

 

 
Location Name  Will display once a Geographical Location is selected  

City  Will display once a Geographical Location is selected  

Job Title Job the member will serve in at the location. This is the list of Force 

Element values  

ICS Section  ICS Section the member will report to  

Effective Date  Effective Date for the new row being added to the Member Locations 

grid 

 Used to add a new member location row  

 Used to delete a member location row  



Direct Access Mobilization System User Guide 

112 

7. Close the Member Processing tab and return to Home.  

 

10.5 Sourcing Audit 
The Sourcing Audit shows an audit record of changes to the Member Sourcing and Member Processing 

pages.  

 

 

 

 
 

Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page  

Request Type  Display only Request Type selected when the request is created  
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Requirement Nbr Display only Requirement Number generated when the requirement is 

created  

Title  Display only Requirement Title as entered on the Requirement Details 

page  

Requirement Status  Display only Requirement Status  

Begin Date  Display only Begin Date as entered on the Requirement Details page  

End Date  Display only End Date as entered on the Requirement Details page 

Duration (Days)  Display only number of days between requirement Begin Date and End 

Date  

Member Source – Summary   

User ID     Emplid of the user who added or modified the record   

Name  Name of the user who added or modified the record  

Datetime Modified  Date and time the record was modified (added, changed)   

Action   Type of action that was taken on the record  

Begin Date  Source Begin Date  as entered on the Member Source page  

End Date  Source End Date as entered on the Member Source page  

Empl ID  Emplid of the member sourced to the requirement  

Sourced Member  Name of the member sourced to the requirement  

Report Date  Report Date as entered on the Member Source page  

Member Location Audit   

User ID  Emplid of the user who added or modified the record   

Name  Name of the user who added or modified the record  

Datetime Modified  Date and time the requirement was modified    

Action  Action that was taken on the record  

Geog Location Code  Geographical Location entered on the Member Processing page  

Job Title  Job Title entered on the Member Processing page  

ICS Section  ICS Section entered on the Member Processing page  

Effective Date  Effective Date entered on the Member Processing page  

Member Source – Operational Detail   

User ID     Emplid of the user who added or modified the record   

Name  Name of the user who added or modified the record  

Datetime Modified  Date and time the record was modified (added, changed)   

Action   Type of action that was taken on the record  

Operational Category  Operational Category of the record  

Order Type  Order Type associated with the sourcing record  

Contingency ID  Contingency ID associated with the sourcing record  

Travel Order Number  Travel Order Number as entered on the Member Source page  

Travel LOA  Travel LOA as entered on the Member Source page  

Supporting Command  Supporting Command as selected on the Member Source page  

Tasking Status  Tasking Status as selected on the Member Source page 

Member Source – Member Processing Dates   

User ID     Emplid of the user who added or modified the record   

Name  Name of the user who added or modified the record  

Datetime Modified  Date and time the record was modified (added, changed)   

Action   Type of action that was taken on the record  

Mobilization Date  Mobilization Date entered on the Member Processing page  

Demobilization Date  Demobilization Date entered on the Member Processing page  

Incident Check-in Date  Incident Check-in Date entered on the Member Processing page  

Incident Check-out Date  Incident Check-out Date entered on the Member Processing page  
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10.6 Correcting a Member Sourcing Record  
This section of the user guide provides the steps for updating data on a sourcing record, removing a 

sourced member from a requirement, and changing the member that is sourced to a requirement.  

 

1. Select the Requirement Sourcing link in the Mobilization pagelet.  
 

 
 

2. Use the search fields to pull up the member’s sourcing record.  
 

 
 

3. Click the Search button and select the row for the appropriate sourcing record.  

 

Members can be sourced to more than one requirement with different Source Begin and 

Source End dates, as seen below. Be sure to select the correct member record.  

 

 
 

4. Follow the steps in section “10.6.1 Correcting Date on a Member Source Record” to edit member 

sourcing data. Follow the steps in section “10.6.2 Delete a Sourced Member from a Requirement” 

to delete a member that is sourced to a requirement. Follow the steps in section “10.6.3 Change 

the Member Sourced to a Requirement” to change the member that is sourced to a requirement.  
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10.6.1 Correcting Data on a Member Source Record  

 
1. Follow the steps in section “6.1 Correcting a Member Sourcing Record” to pull up the member 

record that needs to that corrected.  

 

2. Once on the Member Source page, use the table below to update the fields as needed.  

 

 

 
 

NOTE: If the Source Begin and End Dates need to be extended, please be sure the new dates are 

within the range of the Requirement Begin and End Dates. If the Source Begin and End Dates are 

not within the range of the Requirement Begin and End Dates, users will be required to extend the 

requirement dates BEFORE extending the sourcing dates. The requirement dates can only be 

extended via the Requirement Details page. Follow the steps in section “7 Mobilization 

Requirements” to search for the requirement with dates that need to be extended.  

Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created. This 

data cannot be changed  

Request Title  Display only Request Title as entered on the Request Data page. This 

data can only be changed via the Request Data page   

Request Type  Display only Request Type selected when the request is created. This 

data cannot be changed  
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Requirement Nbr  Display only Requirement Number generated when the requirement is 

created. This data cannot be changed 

Title  Display only Requirement Title as entered on the Requirement Details 

page. This data can only be changed via the Requirement Details page 

Requirement Status  Display only Requirement Status 

Begin Date  Display only Begin Date as entered on the Requirement Details page. 

This data can only be changed via the Requirement Details page   

End Date  Display only End Date as entered on the Requirement Details page. This 

data can only be changed via the Requirement Details page 

Duration (Days)  Display only number of days between requirement Begin Date and End 

Date  

Sourced Member  

Empl ID   Emplid and name of the member being sourced to the requirement  

Mbr Status  Status of the member in relation to the specific requirement. Available 

values are:  

Sourced – Member has been sourced to the requirement. NOTE: A 

member is ‘Sourced’ once the Tasking Status has been updated to 

Partially Sourced or Fully Sourced on the Member Source page   

Mobilized – Member has been mobilized to the requirement. NOTE: A 

member is ‘Mobilized’ once a Mobilization Date has been entered on the 

Member Processing page  

Demobilized – Member has been demobilized from the requirement. 

NOTE: A member is ‘Demobilized’ once a Demobilization Date has 

been entered on the Member Processing page 

Trans ID  Reserve Order Trans ID will display once  a Direct Access RSV Order 

has been generated for the member  

Order Status  Status of Direct Access RSV Order will display here. Available values 

are:  

Proposed – Initial order has been created  

Authorized – Order has been authorized by DXR  

Ready – Travel details have been approved. Order is ready for member to 

depart 

En Route – Departs/Reports approved. Member has departed home unit 

Finished – Order execution completed  

Cancelled – Order has been cancelled 

Create Order  Link that allows authorized users to create RSV Orders for member 

Reserve members sourced to requirements  

Reg Region  Reg Region of the member sourced to the requirement  

Business Unit  Business Unit of the member sourced to the requirement  

Empl Class  Empl Class of the member sourced to the requirement  

Empl Cat  Empl Cat of the member sourced to the requirement  

Rank  Rank of the member sourced to the requirement  

Clearance  Security Clearance of the member sourced to the requirement  

Current Dept  Current Department of the member sourced to the requirement  

Destination Dept  Destination Department of the member sourced to the requirement  

Begin Date  Source Begin Date of the member sourced to the requirement   

End Date  Source End Date of the member sourced to the requirement  

Report Date  Report Date of the member sourced to the requirement  

Duration (Days)  Number of days member is sourced to the requirement 

Compliance  
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3. Click Save at the bottom of the page to commit the changes.  

10.6.2 Delete a Sourced Member from a Requirement  

Sourced members can only be deleted from a requirement if a RSV Order has not been initiated for 

the member in Direct Access AND the member has not been checked in on the Member Processing page.  

 
1. Follow the steps in section “7.1.1 Viewing Requirements via Mobilization Request” to search for 

requirements via Mobilization Request. Follow the steps in section “7.1.2 Viewing Requirements 

via Requirement Navigator” to search for requirements via the Requirement Navigator. 

 

2. Once on the Requirement Details page, click the Candidates tab.  

 

 

Compliance – Member 

Qualifications  

Compliance grid that display the member’s compliance related to the 

Qualifications, Grade(s), Rate, Business Unit, Reg Region, and Security 

Clearance required for the requirement 

Operational Detail  

Operational Category Display only Operational Category as selected on the Requirement 

Details page  

Order Type Order Type related to the member and sourcing record. Available options 

include:  

 
Order-Ready Message  Link that generates an order ready message related to the Order Type 

selected for the member and requirement 

Contingency ID Order Contingency ID related to the order. These values are setup and 

maintained as part of  RSV Orders  

Travel Order Nbr Travel Order Number  

Travel Line of Accounting Travel Line of Accounting  

Supporting Command Supporting Command related to the requirement and sourcing record  

Tasking Status Tasking Status of Partially Sourced or Fully Sourced. This should be 

selected after all fields on the page have been completed 
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3. Once on the Candidates page, click the Delete button on the row of the sourced member.  

 

 
 

The user will get a message stating that the delete will occur when the transaction is saved.  

  

 
 

4. Click OK.  

 

5. Click Save at the bottom of the page to commit the changes.  

 

 
 

The Requirement Status will update to Open.  

 

NOTE: The sourced member’s data will still display under Sourced Member on the Candidates 

page. Users will need to close the tab and reenter the Requirement Details page.  
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Once users reenter the page, the Sourced Member section will be blank.  

 

 
 

 

10.6.3 Change the Member Sourced to a Requirement  

This section of the user guides provides instructions for removing a sourced member from a requirement 

and sourcing a new member. NOTE: The member sourced to a requirement cannot be changed if the 

member has already been checked in on the Member Processing page.  

 

1. Follow the steps in section “7.1.1 Viewing Requirements via Mobilization Request” to search for 

requirements via Mobilization Request. Follow the steps in section “7.1.2 Viewing Requirements 

via Requirement Navigator” to search for requirements via the Requirement Navigator. 

 

2. Once on the Requirement Details page, click the Candidates tab.  

 

 
 

3. Once on the Candidates page, click the Delete button on the row of the sourced member.  
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The user will get a message stating that the delete will occur when the transaction is saved.  

  

 
 

4. Click OK.  

 

5. Click Save at the bottom of the page to commit the changes.  

 

 
 

The Requirement Status will update to Open.  

 

NOTE: The sourced member’s data will still display under Sourced Member on the Candidates 

page. Users will need to close the tab and reenter the Requirement Details page.  

 

 
 

Once users reenter the page, the Sourced Member section will be blank.  



Direct Access Mobilization System User Guide 

121 

 

 
 

6. If needed, use the Member Empl ID and Empl Record fields to add the new member that will be 

sourced to the requirement. Click the Save button at the bottom of the page once complete.  

 

7. Use the Selected checkbox to select the new member that will be sourced to the requirement. 

Click the Save button at the bottom of the page once complete.  

 

 
 

The Requirement Status will update to Filled.  
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8. Click the Source Member link.  

 

 
 

The user is brought to the Member Source page.  

 

9. Complete the Member Source fields as indicated below.  
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Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page 

Request Type  Display only Request Type selected when the request is created 

Requirement Nbr  Display only Requirement Number generated when the requirement is 

created 

Title  Display only Requirement Title as entered on the Requirement Details 

page 

Requirement Status  Display only Requirement Status 

Begin Date  Display only Begin Date as entered on the Requirement Details page  

End Date  Display only End Date as entered on the Requirement Details page 

Duration (Days)  Display only number of days between requirement Begin Date and End 

Date  

Sourced Member  

Empl ID   Emplid and name of the member being sourced to the requirement  

Mbr Status  Status of the member in relation to the specific requirement. Available 

values are:  

Sourced – Member has been sourced to the requirement. NOTE: A 

member is ‘Sourced’ once the Tasking Status has been updated to 

Partially Sourced or Fully Sourced on the Member Source page   

Mobilized – Member has been mobilized to the requirement. NOTE: A 

member is ‘Mobilized’ once a Mobilization Date has been entered on the 

Member Processing page  
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Demobilized – Member has been demobilized from the requirement. 

NOTE: A member is ‘Demobilized’ once a Demobilization Date has 

been entered on the Member Processing page 

Trans ID  Reserve Order Trans ID will display once  a Direct Access RSV Order 

has been initiated for the member  

Order Status  Status of Direct Access RSV Order will display here. Available values 

are:  

Proposed – Initial order has been created  

Authorized – Order has been authorized by DXR  

Ready – Travel details have been approved. Order is ready for member to 

depart 

En Route – Departs/Reports approved. Member has departed home unit 

Finished – Order execution completed  

Cancelled – Order has been cancelled 

Create Order  Link that allows authorized users to create RSV Orders for Reserve 

members sourced to requirements  

Reg Region  Reg Region of the member being sourced to the requirement  

Business Unit  Business Unit of the member being sourced to the requirement  

Empl Class  Empl Class of the member being sourced to the requirement  

Empl Cat  Empl Cat of the member being sourced to the requirement  

Rank  Rank of the member being sourced to the requirement  

Clearance  Security Clearance of the member being sourced to the requirement  

Current Dept  Current Department of the member being sourced to the requirement  

Destination Dept  Destination Department of the member being sourced to the requirement  

Begin Date  Source Begin Date of the member being sourced to the requirement   

End Date  Source End Date of the member being sourced to the requirement  

Report Date  Report Date of the member being sourced to the requirement  

Duration (Days)  Number of days member is sourced to the requirement 

Compliance  

Compliance – Member 

Qualifications  

Compliance grid that display the member’s compliance related to the 

Qualifications, Grade(s), Rate, Business Unit, Reg Region, and Security 

Clearance required for the requirement 

Operational Detail  

Operational Category Display only Operational Category as selected on the Requirement 

Details page  

Order Type Order Type related to the member and sourcing record. Available options 

include:  

 
Order-Ready Message  Link that generates an order message related to the Order Type selected 

for the member and requirement. NOTE: ADT Orders and IDT Orders 

do not have order-ready messages 

Contingency ID Order Contingency ID related to the order. These values are setup and 

maintained as part of  RSV Orders  
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NOTE: If the member is sourced to another requirement with the same source dates, the user will 

get the following message. Click OK and change the Source Begin Date and/or Source End Date 

accordingly.  

 

 
 

10. Click the Save button at the bottom of the page once complete.  

 

The Requirement Status will update to the Tasking Status selected.  

 

 
 

11. Close the Member Source tab.  

 

You will be returned to the Candidates page. NOTE: The sourced member will not display on the 

Candidates page until the record is refreshed.  

 

12. Close the Requirement Details tab.  

 

You will be returned to the Manage Requirements page or Requirement Navigator, depending on 

which you used to initially search for the sourcing record to change.  

 

13. Select the requirement number link in the grid for the requirement that was just sourced.  

 

14. Once on the Requirement Details page, click the Candidates tab.  

 

Travel Order Nbr Travel Order Number  

Travel Line of Accounting Travel Line of Accounting  

Supporting Command Supporting Command related to the requirement and sourcing record  

Tasking Status Tasking Status of Partially Sourced or Fully Sourced. This should be 

selected after all fields on the page have been completed 
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The Requirement Status will reflect as the Tasking Status selected on the Member Source page. 

The sourced member information will display in the Sourced Member section of the Candidates 

page. The Sourced checkbox will be checked in the candidate list for the sourced member.  

 

 
 

15. Close the Requirement Details tab and return to Home.  

 

10.7 Correcting a Member Processing Record   
Authorized users will have access to update member processing records as needed. 

 

1. Select the Requirement Sourcing link in the Mobilization pagelet.  
 

 
 

2. Use the search fields to pull up the member’s sourcing record.  
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3. Click the Search button and select the row for the appropriate sourcing record.  

 

Members can be sourced to more than one requirement with different Source Begin and 

Source End dates, as seen below. Be sure to select the correct member record.  

 

 
 

4. Select the Member Processing tab.  

 

 
 

5. Update the fields as indicated below.  
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Field  Description/Instructions 

Request Nbr Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page 

Request Type  Display only Request Type selected when the request is created 

Requirement Nbr  Display only Requirement Number generated when the requirement is 

created 

Title  Display only Requirement Title as entered on the Requirement Details 

page 

Requirement Status  Display only Requirement Status 

Begin Date  Display only Begin Date as entered on the Requirement Details page  

End Date  Display only End Date as entered on the Requirement Details page 

Duration (Days)  Display only number of days between requirement Begin Date and End 

Date  

Mobilization Processing   

Empl ID   Emplid and name of the member sourced to the requirement  

Mbr Status  Status of the member in relation to the specific requirement. Available 

values are:  

Sourced – Member has been sourced to the requirement. NOTE: A 

member is ‘Sourced’ once the Tasking Status has been updated to 

Partially Sourced or Fully Sourced on the Member Source page   

Mobilized – Member has been mobilized to the requirement. NOTE: A 

member is ‘Mobilized’ once a Mobilization Date has been entered on the 

Member Processing page  

Demobilized – Member has been demobilized from the requirement. 

NOTE: A member is ‘Demobilized’ once a Demobilization Date has 

been entered on the Member Processing page 

Reg Region  Reg Region of the member sourced to the requirement  

Business Unit  Business Unit of the member sourced to the requirement  

Empl Class  Empl Class of the member sourced to the requirement  

Empl Cat  Empl Cat of the member sourced to the requirement  

Rank  Rank of the member sourced to the requirement  

Clearance  Security Clearance of the member sourced to the requirement  

Current Dept  Current Department of the member sourced to the requirement  
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6. Click the Save button at the bottom of the page to commit the changes.   

 

 

 

 

 

 
 

Destination Dept  Destination Department of the member sourced to the requirement  

Mobilization Date   Date member leaves to report to the incident   

Demobilization Date  Date member leaves to return to home unit for incident debriefing and out 

processing  

Incident Check-in Date  Date member reports to incident  

Incident Check-out Date  Date member leaves incident  

Return Home Date  Date member returns home 

Member Locations  

Geographical Location  Use the to search for the location the member has reported to 

 
Location Name  Will display once a Geographical Location is selected  

City  Will display once a Geographical Location is selected  

Job Title Job the member will serve in at the location. This is the list of Force 

Element values  

ICS Section  ICS Section the member will report to  

Effective Date  Effective Date for the new row being added to the Member Locations 

grid 

 Used to add a new member location row  

 Used to delete a member location row  
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11 MEMBER SEARCH  
The Member Search allows the user to search for qualified candidates to fill requirements.  

 

1. Select the Member Search link in the Mobilization pagelet.  

 

 
 

2. Use one or more of the search fields to search for qualified candidates.   

 

NOTE: Users must input at least two search criteria if Emplid is left blank. If the Single 

Competency search is selected, any values in the Top Competency search fields will be 

disregarded. 

 

3. Click the Populate button to view search results.  

 

The Member Search is executed against a large amount of employee data. If the page spins 

and produces no results after 2 minutes, users should enter additional search criteria and perform 

a new search.  

 

 
 

The table below lists the fields on the Member Search page with a description.  

 

Field  Description/Instructions 

Empl ID    Emplid of the specific member you are searching for  

Last Name   Search for members by Last Name  

First Name  Search for members by First Name  
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Mobilization Status  Search for members by Mobilization Status.  Available values are:  

Active – Member has submitted an application for a requirement OR member 

has been added as a BNC to a requirement  

Selected – Member has been selected to fill a requirement, but not yet sourced  

Sourced – Member has been sourced to a requirement  

Mobilized – Member has been mobilized to a requirement 

Demobilized – Member has been demobilized from a requirement 

Rate   Search for members by Rate  

Reg Region  Search for members by Reg Region. Available values include:  

AD – Active Duty  

NOMIL – No Military Service (used for civilians)  

RSV – Reservists  

Grade Search for members by Grade  

Department Type  Search for members by Department Type  

Department  Search for members by Department  

ATU  Search for members by ATU 

Business Unit  Search for members by Business Unit. Available values include:  

Enlisted CG  

Officer CG  

Warrant CG  

Civilian CG 

Gender  Search for members by Gender  

Honor/Award Search for members by a list of 20 available Honors/Awards. Available values 

include:  

 
Course Search for members by Course.  NOTE: Only (1) course can be entered at a 

time. Using a course value will narrow the results to members that have the 

course as a qualification 

Employee Status   Search for members by JOB Employee Status. This field can be used to 

narrow the results to only display members with an Active HR status.   

Available values include:  

Active  

Retired With Pay  

Terminated 
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11.1 Member Search Grid Results 
The Member Search grid results display members with their associated sourcing and job 

information. The results will display the current data for the member’s Coast Guard military 

Employment Instance(s), current data for the member's civilian Employment Instance and POI 

people. 

 

Member Search Links:  

 

1. Click the member’s Empl ID in the grid to open the member’s CG Member Info.  

 

2. Click the member’s Last Name in the grid to open the member’s Sourcing History page to display 

a list of requirements the member has been selected for or sourced to.  If the Last Name link is 

not available for selection, the member does not have a Mobilization record.  

 

Single Competency  Search for members by Competency. NOTE: Only (1) competency can be 

entered at a time. Using a competency value will narrow the results to 

members that have the competency as a qualification 

Top Competencies  Search for members by multiple “top” competencies. Available values 

include:  

 
Populate   Used to populate the grid results based on the search criteria entered  

Clear  Used to clear the search criteria and grid results to begin a new search 
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The table below lists the fields on the Member Search grid results with a description.  

 

Field  Description/Instructions 

Member Information  

Mobilization Status  The member’s current Mobilization Status. If blank, the member does not have 

a record in Mobilization.  

Active – Member has submitted an application for a requirement OR member 

has been added as a BNC or Selected candidate type to a requirement  

Selected – Member has been selected to fill a requirement, but not yet sourced  
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Sourced – Member has been sourced to a requirement  

Mobilized – Member has been mobilized to a requirement 

Demobilized – Member has been demobilized from the requirement 

Empl ID    Emplid of the member. Clicking the link takes the user to the member’s CG 

Member Info   

Empl Record  Employment Record for the row that is displayed in the search results 

Last Name   Last Name of the member. Clicking the link takes the user to the member’s 

Sourcing History page to display a list of requirements the member has been 

sourced to 

First Name  First Name of the member  

Gender  Gender of the member  

Employment Information  

Employee Status  JOB Employee Status. Available values include:  

Active  

Retired With Pay  

Terminated  

Rank  Rank of the member   

Grade  Grade of the member  

Business Unit  Business Unit of the member. Available values include:  

CIVCG for Coast Guard Civilians  

ENLCG for Coast Guard Enlisted members  

OFFCG for Coast Guard Officers  

WARCG for Coast Guard Warrant members 

Gender  Gender of the member  

Reg Region  Member’s Reg Region. Available values include:  

AD – Active Duty  

NOMIL – No Military Service (used for civilians)  

RSV – Reservists  

Empl Class  Empl Class of the member. Available values include:  

Active Component  

Selected Reserve  

PHS Officer Detailed to  CG 

Security Clearance  Member’s security clearance  

Department Information  

ATU  Member’s ATU  

District  Member’s District  

Deptid  Department ID of the member’s permanent department  

Department Name  Name of the member’s permanent department 

SPO Deptid  Department ID of the member’s SPO department  

SPO Dept Name  Name of the member’s SPO department  

Qualifications  

Competency 1  Displays the Top Competency 1 value or the Single Competency value entered 

in the search field. NOTE: If both a Top Competency 1 value and a Single 

Competency value are entered in the search, the Top Competency 1 will be 

disregarded. If no values are entered in the Top Competency 1 or Single 

Competency fields, this field will be blank in the grid   

Competency 1 Effdt  Displays the Effective Date of the Top Competency 1 value or the Single 

Competency value. If no values are entered in the Top Competency 1 or 

Single Competency fields, this field will be blank in the gird 

Competency 2 Displays the Top Competency 2 value entered in the search field. If no value is 
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12 REQUIREMENT SOURCING HISTORY  
This section of the user guide walks through searching for a member’s sourcing history and resumes 

submitted.   

12.1 Member Sourcing History  
The Sourcing History page will display the assignment history for all requirements a member has been 

fully sourced or partially sourced to.   

 
1. Click the Sourcing History link in the Mobilization pagelet.  

 

 
 

2. Use the search fields to pull up the member’s sourcing record. NOTE: If searching by 

Department, users must enter Department Set ID: 00010.  

 

entered in the Top Competency 2 search field, this field will be blank in the 

grid  

Competency 2 Effdt  Displays the Effective Date of the Top Competency 2 value. If no value is 

entered in the Top Competency 2 search field, this field will be blank in the 

grid  

Competency 3  Displays the Top Competency 3 value entered in the search field. If no value is 

entered in the Top Competency 3 search field, this field will be blank in the 

grid  

Competency 3 Effdt  Displays the Effective Date of the Top Competency 3 value. If no value is 

entered in the Top Competency 3 search field, this field will be blank in the 

grid  

Honor/Award  Displays the Honor/Award value entered in the search field. If no values is 

entered in the Honor/Award search field, this field will be blank in the grid  

Honor/Award Effdt  Displays the Effective Date of the Honor/Award values. If no value is entered 

in the Honor/Award search field, this field will be blank in the grid 
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3. Click the Search button and select the row for the appropriate member record.   

 

NOTE: Members can be sourced to more than one requirement and on different employment 

records, as seen below. Be sure to select the correct employment record row.  

 

 
 
The Sourcing History page will display for the member. In the screenshot below, the sourcing 

history for the member’s CG military row is displayed.  
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The table below lists the fields on the Sourcing History page with a description.  

 

Field  Description/Instructions 

Name     Member’s Name  

Empl ID  Member’s Empl ID  

Empl Rcd  Employment Record for the member’s record  

Rank  Member’s Rank 

Reg Region  Member’s Reg Region  

Employee Status  Member’s Employee Status  

Business Unit  Member’s Business Unit  

Department  Member’s Current Department  

Clearance  Member’s Security Clearance  

Member Sourcing History – Requirement Details  

Sourcing Status  Displays the Tasking Status, Fully Sourced or Partially Sourced, set on the 

Member Source page  

Request Nbr  Display only Request Number generated when the request is created  

Requirement Nbr  Display only Requirement Number generated when the requirement is created  

Requirement Title  Display only Requirement Title as entered on the Requirement Details page  

Operational Name  Operational Name as set on the Request Data page  

Deptid  ID of the Destination Department  

Dept Name  Name of the Destination Department  

Member Sourcing History – Sourcing Details  

Sourcer ID  Emplid of the user that sourced the member to the requirement  

Sourcer Name  Name of the user that sourced the member to the requirement  
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4. Click the Previous in List or Next in List button, depending on the Empl Rcd you are currently 

viewing, to view the sourcing records for the member’s other employment records, if applicable. 

 

 
 

In the screenshot below, the sourcing history for the member’s CG civilian row is displayed.  

 

 

Source Begin  Source Begin Date  

Source End  Source End Date  

Sourcing Date  Date the member was sourced to the requirement  

Operational Category  Operational Category of the requirement  

Member Status  Status of the member in relation to the specific requirement. Available values 

are:  

Sourced – Member has been sourced to the requirement. NOTE: A member is 

‘Sourced’ once the Tasking Status has been updated to Partially Sourced or 

Fully Sourced on the Member Source page   

Mobilized – Member has been mobilized to the requirement. NOTE: A 

member is ‘Mobilized’ once a Mobilization Date has been entered on the 

Member Processing page  

Demobilized – Member has been demobilized from the requirement. NOTE: 

A member is ‘Demobilized’ once a Demobilization Date has been entered on 

the Member Processing page 



Direct Access Mobilization System User Guide 

139 

12.2 Member Resume 
The Member Resume page will display a history of requirements a member has applied for or been added 

to as a BNC or Selected candidate type. The Member Resume also shows a history of resumes/comments 

entered by the member.  

 

1. Follow the steps in section “12.1 Member Sourcing History” to pull up the member’s sourcing 

record.  

 

2. Click the Member Resume tab.  

 

 
 

The Member Resume page will display.  

 

The top portion of the page will display the requirements that member has applied for and 

submitted to a command endorser for approval. 

 

 



Direct Access Mobilization System User Guide 

140 

 
 

The bottom portion of the page will display the resume comments the member has entered for 

each application submitted.  

 

NOTE: If a member was added as a BNC or Selected candidate type and did not submit an 

application, the Application Date and Comments will be blank under Mobilization Resume.  

 

 
 

The table below lists the fields on the Member Resume page with a description.  

 

Field  Description/Instructions 

Name     Member’s Name  

Empl ID  Member’s Empl ID  

Empl Rcd  Employment Record for the member’s record  
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13 ADD A PERSON OF INTEREST (POI) 
This section of the user guide walks through the steps for adding NON CG Members that will be sourced 

to requirements.  

 

1. Select the Add a Person link in the Mobilization pagelet.  

 

Rank  Member’s Rank 

Reg Region  Member’s Reg Region  

Employee Status  Member’s Employee Status  

Business Unit  Member’s Business Unit  

Department  Member’s Current Department  

Clearance  Member’s Security Clearance  

Requirements Member applied for  – Requirement Details  

Request Nbr  Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page  

Requirement Nbr  Display only Requirement Number generated when the requirement is created  

Requirement Title  Display only Requirement Title as entered on the Requirement Details page  

Requirement Status  Status of the requirement  

Begin Date  Requirement Begin Date  

End Date  Requirement End Date  

Reg Region  Reg Region requested for the requirement  

Rate  Rate requested for the requirement  

Requirements Member applied for  – Application Details 

Request Nbr  Display only Request Number generated when the request is created  

Request Title  Display only Request Title as entered on the Request Data page  

Requirement Nbr  Display only Requirement Number generated when the requirement is created  

Application Date   Date the member submitted the application for approval  

Application Status  Status of command endorsement approval  

Command Approver  Name of command endorser responsible for approving the resume  

Rank  Rank of the Command Approver  

Approver Deptid  Department ID of the Command Approver  

Member Status  Status of the member in relation to the specific requirement. Available values 

are:  

Sourced – Member has been sourced to the requirement. NOTE: A member is 

‘Sourced’ once the Tasking Status has been updated to Partially Sourced or 

Fully Sourced on the Member Source page   

Mobilized – Member has been mobilized to the requirement. NOTE: A 

member is ‘Mobilized’ once a Mobilization Date has been entered on the 

Member Processing page  

Demobilized – Member has been demobilized from the requirement. NOTE: 

A member is ‘Demobilized’ once a Demobilization Date has been entered on 

the Member Processing page 

Mobilization Resume  

Application Date  Date the member’s application was submitted  

Comments  Resume/comments entered by the member  
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2. Select Person of Interest Type ‘Other’ and click the Add the Person button.  

 

 
 

3. Click the Add button on the Personal Data page.  

 

 
 

4. Click the Add Name button in the Name section of Biographical Details.  

 

 
 

5. Enter the person’s name data and click the Refresh Name button.  
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6. Click the OK button at the bottom of the page. The user is brought back to the Biographical 

Details page. The person’s name is now displayed.  

 

7. Complete the Biographic Information and Biographical History sections of the page.  

 

 
 

8. Select the Contact Information tab.  

 

9. Use the Add Address Detail link to add address information for the POI.  
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10. Click the Add Address link.  

 

 
 

11. Enter the address details and click OK.  

 

 
 

12. Edit the Effective Date as needed and click OK.  
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13. Use the  to add additional address types and details.  

 

14. Complete the Phone Information section of the Contact Information page.  

 

 
 

15. Select the Regional tab.  

 

16. Add the Ethnic Group information.   

 

 
 

17. Select the Organizational Relationships tab.  

 

18. Click the Add Relationship button.  
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19. The user will get the following message. Click OK.  

 

 
 

The user will be taken to the Add a POI Relationship page. NOTE: A new Person ID will be 

created. Be sure to take note of the new Person ID created.  
 

20. Click the Apply button. NOTE: This button must be clicked to be able to add the new person to 

Mobilization requirements.  

 

 
 

21. Click the OK button at the bottom of the page.  

 

The user will be taken back to the Organizational Relationships page.  
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22. Click OK and return to Home.  

 

 
 

14 MOBILIZATION REPORTS 
Six (6) reports have been developed for the Direct Access Mobilization functionality. This section 

outlines the steps for running each report.  

 

14.1 Competencies Required 
This report is a listing of all competencies required for a Mobilization requirement by Operational Name.  

 

1. Click the Competencies Required Report link in the Mobilization Reports pagelet.  

 

 
 

2. Use the  to select the Operational Name that you want the report to run for.  

 

3. Enter a Grouping Category to narrow the results to a specific Grouping Category.  

 

4. Click View Results.   

 

 
 

5. Click the download results in the Excel spreadsheet option to review the results in Excel.  
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6. Click Open on the Internet Explorer message box that appears at the bottom of the page.  

 

 
 

The file should open in Excel.  

 

14.2 Requirements by Contingency  
This report is a listing of all requirements and sourcing data by Operational Name.    

 
1. Click the Requirements by Contingency link in the Mobilization Reports pagelet.  

 

 
 

2. Click the Add a New Value tab.  

 

 
 

3. Enter a new Run Control ID.  

 

NOTE: The Run Control ID cannot contain any spaces.  
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4. Click the Add button.  

 

 
 

5. Use the  to select the Operational Name you want the report to run for.  

 

6. Select a Requirement Status to narrow the results, if needed.  

 

 
 

7. Click the Run button.  

 

 
 

8. Change the Server Name to PSUNX and Format to XLS.  
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9. Click the OK button at the bottom of the page.   

 

 
 

10.  Take note of the new Process Instance number.  

 

 
 

11. Click the Process Monitor link.  
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12. Click the Refresh button until the Run Status is Success and Distribution Status is Posted.  

 

 
 

13. Click the Details link on the row for the CG_MOBCONTIN report.  

 

 
 

14. Click the View Log/Trace link.  

 



Direct Access Mobilization System User Guide 

152 

 
 

15. Select the RqmntByContingencyReport_AsOf_.csv file.  

 

 
 

16. Click Open on the Internet Explorer window.  
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The file should open in Excel.  

 

14.3 Status by Dates 
This report is a listing of all requirements with a Requirement Begin Date in the range of the date 

parameters entered on the Status by Dates report page.   

 

1. Click the Status by Dates Report link in the Mobilization Reports pagelet.  

 
 

2. Click the Add a New Value tab.  

 

 
 

3. Enter a new Run Control ID.  
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 NOTE: The Run Control ID cannot contain any spaces.  

 

4. Click the Add button.  

 

 
 

5. Enter a Begin Date and End Date range for the Requirement Begin Date that you want to run the 

report for. This is required.  

 

6. Use the additional fields to narrow the reporting results, as needed.  

 

 
 

7. Click the Run button.  
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8. Change the Server Name to PSUNX and Format to XLS.  

 

 
 

9. Click the OK button.   
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10.  Take note of the new Process Instance number.  

 

 
 

11. Click the Process Monitor link.  

 

 
 

12. Click the Refresh button until the Run Status is Success and Distribution Status is Posted.  
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13. Click the Details link on the row for the CG_MOBSRCRPT report.  

 

 
 

14. Click the View Log/Trace link.  

 

 
 

15. Select the SourcingByDatesReport_AsOf_.csv file.  
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16. Click Open on the Internet Explorer window.  

 

 
 

The file should open in Excel.  

 

14.4 Disaster Inbound  
This report is a listing of who is reporting 7, 14, 21, 30 and 45 days out from the current date. NOTE: 

This report uses the Source Begin Date to determine reporting info.  
 

1. Click the Disaster Inbound Report link in the Mobilization Reports pagelet.  
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2. Use the  to select the Operational Name that you want the report to run for.  

 

3. Use the additional fields to narrow the reporting results, as needed.  

 

 
 

4. Click View Results.  

 

 
 

5. Click the download results in Excel spreadsheet option to review the results in Excel.  
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6. Click Open on the Internet Explorer message box that appears at the bottom of the page.  

 

 
 

The file should open in Excel.  

 

14.5 Disaster Outbound  
This report is a listing of who is departing 7, 14, 21, 30 and 45 days out from the current date. NOTE: 

This report uses the Source End Date to determine departing info.  

 

1. Click the Disaster Outbound Report link in the Mobilization Reports pagelet.  

 

 
 

2. Use the  to select the Operational Name that you want the report to run for.  

 

3. Use the additional fields to narrow the reporting results, as needed.  
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4. Click View Results.  

 

 
 

5. Click the download results in Excel spreadsheet option to review the results in Excel.  

 

 
 

6. Click Open on the Internet Explorer message box that appears at the bottom of the page.  

 

 
 

The file should open in Excel.  
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14.6 IMT Processing  
This report is a listing of everyone that has been mobilized to an event by Geo Location or Supported 

Command with Incident Check-in and Check-out Dates. This report will only show people who have a 

Mobilization Date entered on the Member Processing page.    

 

1. Click the IMT Processing Report link in the Mobilization Reports pagelet.  

 

 
 

2. Use the  to select the Operational Name that you want the report to run for. This is required.  

 

3. Enter a Begin Date and End Date range for the Mobilization Date that you want to run the report 

for. This is required.  

 

4. Use the additional fields to narrow the reporting results, as needed. 

 

NOTE: The Geo Location Code field is pulling from the location code entered on the Member 

Processing page.  

 

 
 

5. Click View Results.  
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6. Click the download results in Excel spreadsheet option to review the results in Excel.  

 

 
 

7. Click Open on the Internet Explorer message box that appears at the bottom of the page.  

 

 
 

The file should open in Excel.  

 

 

15 APPENDIX  

15.1 Mobilization Email Notifications  

Email notifications will be sent for the below instances.  

 

Action  Email sent to Message Subject  Comments  

By Name Candidate 

(BNC) added to 

requirement  

BNC  “Mobilization BNC 

Volunteer 

Opportunity” 

The email is sent when 

the requirement is 

approved 

Applicant submits an 

application for approval 

Applicant   “Mobilization 

Volunteer 

Submission” 

Applicant is sent an email 

informing him/her that 

the application has been 

routed for approval  

Command Endorser 

added as endorser on 

member’s application  

Command Endorser  “Mobilization 

Volunteer Approval 

Request” 

Endorser is sent an email 

informing him/her of the 

application approval 

request 

Member’s application 

approved or denied  

Applicant  “Mobilization 

Volunteer Approval 

Applicant is sent an email 

informing him/her of the 
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Request”  approval or denial  

Member’s application 

withdrawn  

Command Endorser  “Mobilization 

Volunteer Approval 

Request Withdrawn”  

Endorser is sent an email 

informing him/her of the 

withdrawal  

Requirement 

Cancellation  

Candidates associated 

with the requirement  

“Mobilization 

Volunteer 

Opportunity 

Cancelled”  

Candidates are sent an 

email informing them of 

the requirement 

cancellation  

Member sourced to 

requirement (Tasking 

Status changed to Fully 

Sourced or Partially 

Sourced) 

Member selected to fill 

the requirement  

“Mobilization 

Volunteer 

Opportunity 

Selection” 

Member is sent an email 

informing him/her of the 

selection 

Another member sourced 

to requirement   

Other candidates 

associated with the 

requirement  

“Mobilization 

Volunteer 

Opportunity 

Selection” 

Candidates not selected 

are sent an email 

informing them the  

requirement is no longer 

available  

Endorser routes an 

application to another 

endorser using the Next 

Endorser field on the 

Command Endorsement 

page 

Next Endorser  “Mobilization 

Volunteer Approval 

Request”  

Next Endorser is sent an 

email informing him/her 

of the approval request 

Order linked to 

requirement is cancelled. 

This action results in the 

automatic cancellation of 

the requirement 

User that created the 

requirement  

“Mobilization 

Volunteer 

Opportunity 

Cancelled”  

The user that created the 

requirement is sent an 

email when the order 

linked to the requirement 

is cancelled. The email 

informs the user that the 

requirement they created 

has been cancelled 
 


